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OVERVIEW

OVERVIEW

This User Guide describes the eVA requisition process, from shopping to order placement to
receiving, as well as other eMall functionality. There are two volumes to this guide.

EMALL VOL. 1 CONTAINS THE FOLLOWING SECTIONS:

eMall Overview

- Accessing the eMall
Navigating the eMall
Logging out of the eMall
Creating the Requisition

- Approving the Requisition
Printing the Order
Reviewing the History
Modifying the Requisition
Copying a Requisition

EMALL VOL. 2 CONTAINS THE FOLLOWING SECTIONS:

eMall Overview
Introduction to Receiving
Receiving Ordered Items
Receipt Approvals
Other Receiving Functionality
Preferences
o0 Modify your Personal Profile
o Email Notifications
Explore
o Searches
o Exploring Catalogs
0 Adding Items from Saved Searches
o Exploring Folders
Operational Reporting
Getting Answers to Your Questions

Although there is no reference to the word eMall inside eVA, it is commonly referred to in
this guide. When a user selects Shop Now after logging into eVA, they are going into the
eMall.
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RECEIVING

Introduction to Receiving

This section outlines the Receiving Process in eVA and will give you an understanding of the
Receipt Creation process.

Receiving allows users to track the receipt of items ordered electronically. Receiving
functionality provides users the ability to partially or completely accept goods, reject items,
and even to track asset tag information for pre-determined commodities.

Receiving also leverages the commodity approval routing mechanism used in the Requisition
process to allow pre-determined commodities to be routed for special approval or
configuration, prior to final receipt.

The receiving process can begin once an order reaches Ordered status. Items cannot be
received in eVA until the requisition reaches this status. When a requisition displays this
status, it means that no receipts have been submitted against the order(s) generated from
this requisition.

If a requisition is in Receiving status, it means that at least one receipt has been processed
for at least one order on the requisition, but that at least one order has not been fully
received.

If a requisition is in Received status, it means that all orders on the requisition have been
fully received or closed. To continue receiving on a requisition in this status requires that
the receiver reopen the order(s).

The system generates a receipt “shell” for every order generated by the system. This
“shell” stays in Composing status until a receiver processes the receipt against the order.
When partial receiving is done, a new receipt shell is immediately generated. This new
receipt stays in Composing status until further receiving is processed against it. There can
be many multiple receipts against one order.

The system sends an email to all designated receivers when an order reaches Ordered
status. Since this feature has caused issues for the receiver (goods/services most often
have not yet been received), it is the Commonwealth's recommendation that the receiver
turn off these notifications. Refer to the Preferences section of this guide for instructions in
discontinuing these notices.

The following pages provide the details necessary to successfully receive goods and services
in the eVA system.
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eVA Receiving Process

This volume focuses mainly on the eVA receiving process. The following diagram illustrates
the steps in the entire procurement through payment process.

Requisition ™

Rzguisition Submitted for Approval
A 1 i }‘ | Requisition |

Reyuisilion Approved

|

Orderst Sent to ¥Yendaorisy Order

!

Goods Repceived

l

Recalpt Entered ) Keceipt

!

Pecaipt Approvad

LN

/

A\

Payiment

!

Payment Authnrzatinn Subhmitted

} >

Payment Approved

!

Payment Sent

Fayment
Potental Future ev¥a Functionalhity

v

Desktop Receiving vs. Central Receiving
Receiving supports both Desktop Receiving and Central Receiving, which is configurable by
group profiles (established in the buysenseOrg utility).

Desktop Receiving means that the preparer of the requisition has the authority to receive
the goods or services directly from the vendor when it is delivered.

In Central Receiving, a designated user (e.g. an employee at a central warehouse) receives
the goods on behalf of the preparer.
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Basic Receiving

To access the eMall, go to the eVA Home page, www.eva.virginia.gov, and enter your

username and password in the Buyer Login box.
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A successful login will take you to the Buyer’s front page within eVA.
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Select the Shop Now link on the left menu to access the eMall.
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You are taken directly to the Swoosh screen (eMall Home page) of the Ariba Buyer

application.

To receive items, you must go into the Receiving section. To enter the Receiving section,
select the Receive button from the swoosh image or the Purchase Orders link from the

left side menu.
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IQj Users set up for Desktop Receiving can also access Receiving through the Status
Screen. Refer to the Entering Receiving from the Status Screen section of this guide.

Select Order

When you enter the receiving section, the Select Order — Search screen appears. This
screen is listed as Step 1: Select Order.

Select Order

select Receint B} select Order - Search

Receive
Select the type of request to receive, enter search criteria if available, and search to find requests that
EitEmal i rmatch your criteria, To select a request, click the ID.

How To Screen Details

Crder ID W Advanced  Back to Select Order

Summary

I a1l

Search Results

Enter search criteria above

Select the Search button to bring up a complete list of outstanding orders that you are
authorized to receive, sorted by the Order ID. Orders that are in Received status will not
appear for they are not outstanding orders.

Select Order Exit
Select Receipt
Select Order - Search
Receive
Zelect the type of request to receive, enter search criteria if available, and search to find requests that match your criteria. To select a
additional Info request, click the 1D,
How To Screen Details

Surnmary

- Crder ID . Advanced  Back to Select Grder

R |

1

Search Results

orders returned: 113 Page »

Order ID! Title Date Created Status Supplier

Wigx (091404 - 1504 Tue, 14 Sep, 2004  Ordered Procurerment Office

DY 209 Mon, 16 Oct, 2004 Ordered Procurement Office

Script 8016 Mon, 1 Mow, 2004 Ordered Procurerment Office

HML test 2 Tue, 16 Novy, 2004 Ordered Procurement Office

Copy of ¥ML test 2 Tue, 16 Mov, 2004  Ordered Procurement Office

D335 Sriginal 5 wed, 28 Jul, 2004 Ordered Procurement Office
DOZO01A6  Wax (1591% Thu, 9 Sep, 200 Ordered Centreville Agricultural Equipment
DOZo017E User GuideZ Fri, 10 Sep, 2004 Receiving  Centreville Agricultural Equipment
EPzO0000 Script 90016 Fri, 23 Jul, 004 Ordered Acrme Abrasives, Incorporated
EPz00001 Secript 90017 Mon, 26 Jul, 2004 Receiving Acme Abrasives, Incorporated
EPZ00003 Script 90017 Receipt in Submitted Status Mon, 26 Jul, 2004 Receiving Acme Abrasives, Incorporated
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Finding the Order to Receive

If your list is short, you can probably spot your order quickly from the displayed list. Select
the Order ID or Title link to proceed to the next screen in the Receiving Process, the

Receive ltems Screen.

If your list is long and you have many orders to receive, there are several ways to find your

order:

Sort the resulting list by Order ID, Title, Date Created, Status, or Supplier by selecting the

column heading at the top of each column.

Conduct a basic search by entering the Order ID, Requisition ID, or Receipt ID in the

Search field.

Conduct a more Advanced Search using search filters to find your order.

Sorting the Result List

The first time you select a column heading, the result will be in descending order. Select the
column heading again to sort the result in ascending order.

For example, select the Date Created column heading to sort the results in ascending

order by the date the order was created.

Praferences

TS aTe D)

Tk Cisrrakiy

&)

(2 EHIEENE El select Order - Search

edditiorial inf request, ook the [D

Select the type of regusst to receive, srker s=erch cribens if syasilsble, and search to find reguests that match pour criteris, To selec &

Suinmars g
o [orderrn [l | Advanced  Back o Selec Order |
1
Search Results
Ordars returnad: 96 Pags [L (%] b |
Drder 10 ke Rate d Etatuy Fumglier |
ad dmak Thu, 10 uh, S00E Crdurad Procursmunt Gffics |
Mon, 7 Feb, 2005 Grderad [
Fi Tus, 2 N, 204 Girdarad [
PEOD 519 hewt Mo, 7 Fab, 2005 prdersd  Progursment Gffice |
PROD. 327 Mo, 7 Fab, 2003 Grdsrd  Progusemant office |
EPL 40 Tua, 4 Jan, 2003 prdered  Progyrsmant office [
A138 criginal 1 Wed, 28 34, 2004 ordered  Brocyrement Ofice [
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Note that the result is now listed in chronological order starting with earliest orders first.
Also note the upward pointing arrow next to the Date Created column heading. The arrow
indicates which column is being sorted and the direction of the arrow indicates whether the
column is sorted in ascending or descending order. Select the Date Created column
heading again to view the result list in descending order, starting with your most recent
order to the older ones.

) i (em)

B Solect Receint

5 Bl Select Order - Search

E] Roosive

'] Salect thie tapes of Pagpuest 10 racsive, arter sesrch orkeris P avallable, snd seaich to find requests that match pour priterls. To salect 5
Y additinnal tofa request, cick the [0

n Hos Tr S craee Dikails
5 "."umrnar,

[Brdarn sl [ ' ddvarcad  Back b Seluct Crcdar

Search Results

Crdars returned : 38 Page || b
Deder j9 i ] Rty Croatesd! [% Hatms Fupplinr
ER200015- 43 B1A8 Srgnal 1 C0 Wiad, 28 Jul, 2004 Ordarad Rark Biceckes
B146 Srinet i Wiad, 28 Jul, F004 Ordarad Erucrsment office
G136 orianadl 1 fad, 28 Jul, F004 Ordarad  Procsement Office
ERI00024-0S Aad6 owinall CO Whed, 28 Jul, 2004 ordered Batk Bleecks
EE200093 Tt Beceiok Thu, 1% Aug, 2004 Receiving  Cectrewile Agricubiural Equinmers

Once you have found the desired order, select the Order 1D or Title link to proceed to the
next screen in the Receiving Process, the Receive Items Screen.

| Moma
e glE CUFFEnT ¥
R SERE El select Order - Search
Eepsivg
Ecdact the trps of Faquest fo Facsive, anter caarch oritaria iF avadabla, and eeanch to find reguests that metch your oritars. To eelact 2
additinnal [nfy request, gigk the D
Howy Tp Soreen Detsils
Summersy
arder (D ] ebeanged [l b Selact Oroer
1
i
Search Results
Orders returned: 38 Fage |1 %[ b
Order ID Date Created ! Status Supelier
E a7 Brmiving LG - Deskbop Beceiving A, 10 Feb, 20065 Ordered  Some Abrasives, Incorporsted
RLED] Bermiving LG - Desktop Beceiving A, 10 Feb, 200 Ordered  Centravile dqneyityral Bosp merd
ERZOINZA Bemiging Haon, 14 Feb, 005 ordered Centrayile Agriogibyrsl Bosprent
EFZ03033 Becmiving UG Man, 14 Peb, 2005 Raceiing  Oome Abrasives, Inporporsted
EEZ0I0Z0 BEcmjving LG Man, 19 Feb, 2005 Ordered  Certrevile dgrimthyesl Bosp et
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Basic Search Screen

To perform a basic search, type all or part of the Order ID that you want in the text box,
then select Search.

When a user wants to search for an unknown PCO number, the user types "PCO" in the
textbox and then select the Search button, the result is displayed. All orders that have
prefixes of “PCO” are displayed. If part of the number is known, a wild card search can be
used.

Use the wild-card symbol (%6) in place of any value(s) that you are unsure of.

In the example below, the user knows that the number 02 is somewhere within the PCO,
the user would type “PCO%02”. All PCO orders that contain the numbers “02” will display.

Your new list will be limited to orders that contain the Order ID you entered, but it may also
include orders in Received status that were not in the original list of search results.

Select Order Exit
Select Receipt
El select Order - Search
Receive
Select the type of request to receive, enter search criteria if available, and search to find requests that match your criteria, To select 3
Additional Info request, click the 1D,
How To Screen Details
Summary
. PCO%0Z Advanced  Back to Select Grder
R l
4
Search Results
Orders returned: 5
Order ID ! Title Date Created Status Supplier
PCOZ00023 Test Script 1000 (HC) Wed, 6 Oct, 2004 Ordered Ecks Legal Mame Change
PCOZ00270 EMall Training Tue, 9 Mow, 2004 Ordered Departrment of General Services
ECO200271 EMall Training Tue, 9 Nov, 2004 Ordered Dell
ECOZzO0272 EMall Training Tue, 9 Nov, 2004 Ordered ACT Office
ECO200273 EMall Training Tue, 9 Nov, 2004 Ordered ¥pedx
Exit
Version 4 eMall Vol. 2 User Guide (26-0013) Page 9

Contents subject to the copyright, use and distribution clause on cover page. 7/06/2006



eMall Vol. 2
RECEIVING

You may also search an order by its Req ID and Receipt ID.

I:%j The Contract ID in this drop-down menu is an Ariba generated contract ID, not an
eVA Contract ID. Do not select Contract ID when searching for your order.

E Exlact Risosoh
E] select Order - search

Bespive

Saluct tha typs of requect to reeive, entar search critadia F acalable, and search to find raquests that match yoor orttarla. To celact &
ackitional Jrf B B

How To Soreen Detsils

2ummary

Order 10 | [=zma | chesrced  fsck bo Selact Croer

Ordar 10

SLTS
Cwders rebemed) 23 Page |1 | b
Crder 10 Title Date Created Stalus sugplicr
o] o i B el CommadibrForos Tast Mon, IT Sep; 2004 Ordsred Acme dbrasrees, {rcorporeted
L0001 Lemvs Tue, 14 Dec. 2004 ordsred Park Bicydes
F0Z000:7 Emipt ¥98 wed, 15 Sep, 2004 Raceived fcme dbrasiess, [eorporabed
LQRZn0E) HHL test Thu, & Jan, 2000 drderad Summit ahrastes Eouipment
rled bbb EHL tmrt ] Mon; 3 Jan, 200 Ordered Summit Shrasie Eguipment

Advanced Search Screen

Use the Advanced Search feature to narrow the search according to specific criteria. The
Advanced Search feature allows you to use filters in order to better define your search.

Select the Advanced link to input your criteria.

Select Order
Select Receipt
] select Order - Search
Receive
Select the type of request to receive, enter search criteria if available, and search to find
sddiiona] in requests that match your criteria, To select a request, click the ID.
How To Screen Details
Surnrnary
= Order ID . | Advasced Back to Select Order
5 ] 4@
]
Search Results
Enter search criteriz sbove
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ADVANCED SEARCH FILTERS
The filters available in the Advanced Search feature are as follows:

Filter Name Filter Value

Contract ID This is a system generated ID. Do NOT use.

Created On Behalf Of If a requisition was created on behalf of someone else, you may search for an
order by that individual’s name. This field will default to you if left blank.

Date Ordered Date range you want to search for an order.

Order ID Unique number given by the system that identifies the order.

Order Title Description you gave for the order.

Receipt Date Date range you want to search for a receipt.

Receipt ID Unique number given by the system that identifies the receipt.

Receipt Status Select the status of the receipt you want to search for.

Requisition ID Unique number given by the system that identifies the requisition.

Status Select the status of the requisition you want to search for.

Supplier Select the vendor name whose order you want to receive.

Show all orders (option Shows all orders according to your search criteria.

button)

Show orders needing Only those orders needing approval are displayed.

approval (option button)

Enter values into the filters, as desired, to narrow your search, then select Search.

Select Order Exit
Select Receipt
El select Order - Search
Receive
Select the type of request to receive, enter search criteria if available, and search to find requests that match your criteria, To select a
Additional Info request, click the ID.
How To Screen Details
Surnmary
Search Criteria
4
1 Filter Name Yalue
Contract 1D
Created On Behalf Of: Adrnind, D333 [ select ]
Date Ordered: This Manth v Fraorm: Tue, 1 Mar, 2005 To: Today, 11:59 PM
Order 1D:
Order Title:
Receipt Date {any receipt): Mo Chaice v
Receipt 1D {any receipt):
Receipt Status (any receipt): Mo Choice [+ ]
Requisition I1D:
Status: Ma Chaice [+
Supplier {any line iterm): (zelect a walue) [ select ]
@ show all orders () Show orders needing approval
Back to basic search w
Version 4 eMall Vol. 2 User Guide (26-0013) Page 11
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Your search results are displayed at the bottom of the screen.

Select Order

Receive

Summary

[ESE]

Order 10

Status:

Order ID1
EP203090

EP203091

EP2031854

EP203213

EPZ03215

EPz03220

Search Criteria:

Filter Name
Contract ID:
Created On Behalf Of:

Date Ordered:

Order Title:

Receipt Date (any receipt):

Receipt Status {any receipt):

Requisition ID:

Supplier {any line itern):

el Rt} El select Order - Search

¥alue

Receipt ID {any receipt):

Adrminl, D333 [ select ]

This Manth

[ o Ghoics [v]

[No Choics 4]

Back to basic search

Search Results

Orders returned: 9

Title

Requisition User Guide
Requisition User Guide
2033script

ason test 3

lason test4

Copy of User Guide

EP203221

Copy of User Guide

EPZ03223

EPZ03224

ason test 5

ason test §

(select 3 value] [ select]

@ shaw all orders O Show orders needing approval

Date Created
Wwed, 2 Mar, 2005

wed, 2 Mar, 2005

wed, 23 Mar, 2005
Tue, 20 Mar, 2005
wed, 30 Mar, 2005
wed, 30 Mar, 2005
Wed, 30 Mar, 2005
wed, 30 Mar, 2005

Wed, 30 Mar, 2005

Status

Received
Ordered
Ordered
Ordered
Ordered
Ordered
Ordered
Ordered

Ordered

Select the type of request to receive, enter search criteria if available, and search to find requests that match your criteria. To select a
additional Infa request, click the IO

How To Screen Details

From: Tue, 1 Mar, 2005 To: Today, 11:59 PM

Supplier
ABC Office Supplies

Centreville Agricultural Equiprent

Limsbes's

Acrne sbrasives, Incorporated

Centreville Agricultural Equipment

Centreville Agricultural Equipment

Park Bicycles
Pepsi

Acme Abrasives, Incorporated

If you have many orders to track for receiving, you can search by Vendor, Ordered Date,

Status, and so forth.

Select the Reset button to clear any search values you have set.

The Advanced Search results are displayed like the basic search results.

When you find the order to receive, select its Order 1D or Title link to proceed to Step 3:

Receive.
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Receive Items

Once a requisition goes to Ordered status and orders are created, a receipt is automatically
created for each order. When you select an order for receiving, you are taken to the order's
receipt for receiving.

 naru W wein I eget

nagie Currepcy

RRGeipt RC204967; BP201242 - User Guids < prey (NSRS Submit
Skt Racaiot El Receive kems
EJ focive i
Enbae: the amounk or quamity you sre aoosphng or rejectrg, and inoiude e receipt dabe, When ankenng eegectnn deksils, scplain pooe
: raacon for Fajaction in camments. Whan werifeing 3 milasong, indicate mhethar oF nat tha milastore & compketa. 1f tha milastone mil
Addiiorel Info nat be complsted, =xplam the req=on n comments
How To Scresn Cakaiy
Summare
;
L]
Limp ftams - Qaantity Recesing »oedad
M, Quantity Desiripton Unst  Prew. Addcpied Adcopted RBejected Date Received
Baskin Expander Attachy, Qin-Sin BT
190 S e each 0 n n Today =
o Curved Arm [ncandescent Lamp, It
2 .2 17in, plagk pach 10 n 0 Today jan]
Tizsus Paly Papsr Filkaw Cass, n o = 5
1 40 ah e Bl carfan 0 i o Today Jati]
4 15 lsing Taars, 28 Wig Par Bos box ] 1] il Todaiy it
<onfarance Room Cabinat, 4" to i
E 1 St et cach D o [ Today =
Dvder 10 kLS
Srder Tille: Lzar Guide
Suppler: Lantravils Hgrcytursl Egupment
Conkad Contravils Shipping - Forgd St, Faifex
Erkity Hesder Cross Reference;
Clase Cirder; 7 Titaz [®No
Cuskn: Today, 11:27 AH
Pracessing Stans: Recaning
Commests - Entire Receipt
Commants: |
|
add attachment | | Dokt
r—y Submit
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On the Receive Items screen, you have three options for receiving items:

Accept All items

Reject items
Partially Receive items

Accept All Items
To accept all items, select the Accept All button.

Select Order

Select Receipt

Receive

Additional Info

Surnrmary

EE]

Receipt RCZ04967: EPZ03242 - User Guide

E] Receive ltems

ubmit | Exit

Enter the amount or gquantity you are accepting or rejecting, and include the receipt date. When entering rejection details, explain your
reason for rejection in comments, When verifying & milestone, indicate whether or not the milestone is complete, If the milestone will

not be completed, explain the reason in comments.

How To Screen Details

Line Items - Quantity Receiving Needed

No. Quantity

1 1
2 2
3 10
4 15
5 1

Description

Koskin Expander Attach?, 4in-5in
Expand, Black

Curved Arm Incandescent Larmp,
17in, Black

Tissue Poly Paper Pillow Case,
21ink30in, Blue

Wisine Tears, 28 Uses Per Box

Conference Room Cabinet, 4' to
8"ix4'H, Walnut

Unit
each
zach
carton
box

each

Prev. Accepted Accepted Rejected Date Received

0

0

0

o

0

0

0

0

0

0

Today
Today
Today
Today

Today

When you select the Accept All button, you are taken to the Summary screen where all

quantities ordered for each line are displayed in the Accepted field.

The Accepted field may be edited before the receipt is submit.

Select Order
Select Receipt
Receive

Additional Info

Receipt RCZ04967: EPZ03242 - User Guide

EH summary

Review the receipt and make changes, if necessary. When you are finished, submit the receipt for approval.

How To Screen Details

.
1 | Line Items - Quantity Receiving Needed
I No. Quantity Description Unit Prev. Accepted Accepted Rejected Date Received
Koskin Expander Attach?, 4in-5Sin
1 1 Expand, Black each 0O 1 1] Today
Curved Arm Incandescent Lamp,
z 2 17in, Black each 0 z 1] Today
Tissue Poly Paper Pillow Case,
3 10 DAt B carton 0 10 i Today
4 15 Visine Tears, & Uses Per Box box 0 i5 1] Today
Conference Room Cabinet, 4' ta
5 i W™, Walnut each 0 1 1] Today
Version 4 eMall Vol. 2 User Guide (26-0013) Page 14
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Accept and Reject Items Individually
You may need to reject all or part of an order if the products are either damaged or no
longer required.

Type the quantity that you wish to accept or reject in the Accepted and Rejected fields for
each item, then select Submit.

Celect Order Receipt RC204967: EP203242 - User Guide I:I
Select Receipt E] Receive Items

Fuagaye Enter the amount or quantity you are accepting or rejecting, and include the receipt date. When entering rejection details, explain your
reason for rejection in comments, When verifying a milestone, indicate whether or not the milestone is complete, If the milestone will
Additional Info nat be completed, explain the reason in comments.

How To Screen Details
Surnmary

Line Ttems - Quantity Receiving Needed

No. Quantity Description Unit Prev. Accepted Accepted Rejected Date Received
koskin Expander Attach?, 4in-Sin

1 1 Expand, Black each 0 1 Today =]
Curved Arm Incandescent Lamp,

2 2 17in, Black each 0 2 Today =]
Tissue Poly Paper Pillow Case,

3 10 TmRanin. Blug carton 0 10 Today =]

4 15 Wigine Tears, 25 Uses Per Box box a 15 Today =]
Conference Room Cabinet, 4' to

5 1 B'Wix4'H, Walnut each 0 1 Today =]

After selecting the Submit button, if you reject any items, you will be taken to Step 4:
Additional Info. The Additional Information Needed screen allows you to enter a reason for
the rejection.

If you accepted some or all items and did not reject any items, you will be taken
immediately to Step 5: Summary, bypassing Step 4.

Partially Receive Items

You may need to receive only part of an order. For example:

Parts of an order are accepted and other parts are rejected.
Some items have not been delivered and are back ordered

Submitting a Receipt for anything less than accepting the full order results in a partial
receipt. Two things happen:

The receipt for the partially accepted amount is completed.
A new receipt is created for the items that have not yet been received, to be completed as
further items are ready to be received.

If the order does not arrive in full, enter the Partial receipt as follows:

1. Accepts or rejects the items that arrived
2. Leave the remaining amount open
3. Submit the receipt
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The partial receipt is completed, and the remaining items to be received are placed in a new

receipt in the receiver’s inbox.

Select Order Receipt RC204967: EP203242 - User Guide

Subrpit | =418

Select Receipt

EJ Receive items

Receive

Additional Info not be completed, explain the reason in comments.

Surnrnary

Enter the amount or quantity you are accepting or rejecting, and include the receipt date. When entering rejection details, explain your
reason for rejection in comments, When verifying a milestone, indicate whether or not the milestone is complete, If the milestone will

How To Screen Details

| B -
.
i Line Items - Quantity Receiving Needed
No. Quantity Description Unit Prev. Accepted Accepted Rejected Date Received
Koskin Expander Attach?, 4in-5in
1 1 Expand, Black each 0 1 Today
Curved Arm Incandescent Lamp,
z z 7in, Black each 0 z Today
Tissue Poly Paper Pillow Case,
3 10 St b carton 0 5 5 Today
4 15 Visine Tears, 28 Uses Per Box box 1] 1 2 Today
Conference Room Cabinet, 4' ta
5 1 W, vealut each 0 1 Today

Pre-dating Receipts

When a user accesses a receipt, the Date Received defaults to the current date. In some
instances, a receiver may receive an item at the beginning of the week, but isn't able to
access and enter the receipt until the end of the week. A receipt may be pre-dated if

necessary.

To pre-date the Date Received, you may either highlight the text box and type in the date,

or select the calendar icon to select from the calendar.

Line Items - Quantity Receiving Needed

No. Quantity Description Unit Prev. Accepted Accepted Rejected Date Received
Fluorescent Lamp,
Meets EF& I T o]
1 1 Guidelines, Coal B A 0 L %J
i hite
Stanley Tape Rule,
12' Long, Thumb T
2 & Latch Lock, 1in wide, each 0 1o ) [Today ::ﬁ
ARl
Order ID: EPZ2013518
Order Title: Requisition User Guide
Supplier: Centreville Agricultural Equipment
Contact: Centreville Shipping - Ford St, Fairfax
Line loems - Quantity Beceivimg reeded

b, Duantity Do tion
S Fhuprescerk Lamg, Meets EFA

Suidnlims, Cool whin SArmRL
2 1 Stanbay Tape Rula, 12' Long, Thumb sach 0o
Latch Lock; 1m Wide, T
Order [0 EFEt 15
arder Title: Reguisiion User Guide
Supplier: Cantrasille Agricukural BEquipmen
Carkact: cerdravills Shipping - Ford St Faifsc

Entity Haader Cross Raleranoa:
Close Srdert 7 (3ves (@3No

Duatel Todey, 11120 a4

Froces=sing Status:

Unit  Prev. Aocepted Acoopbed

Boicctes Dats Aocaived
1

]

Wed, 2 Mar, 2005 | [H

Tadmy €€ Mwdms » B

EH TWTF &
1 ;E's

BT lE'.'u TR

12 149 15 16 AT 10 18

s U = et B .
MR
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The eMall does not allow users to post-date, meaning that users cannot enter a receipt
today for a possible delivery at a later day. In the example below, the current default date
is March 4, 2005 but the user selected a post-date of March 7, 2005 and gets this error.

B Please complete the missing or invalid information indicated below.
R S S e e e He e R e e B e R B B e
| Line Items - Quantity Receiving Needed
Mo. Quantity Description Unit Prev. Accepted Accepted Rejected Date Received
G505 s o e o - "
Date Received cannot be in the future
& ¥ et Lok in wida a2 TMmE each (9 o [ lo | [Today =
Crder 10 EP201318
Grder Title: Requisition User Guide
supplier: Centreville Agricultural Equiprnent
Contact: Centreville Shipping - Ford St, Fairfax

Decimal Quantities

There may be instances when a receiver must accept goods or services in decimal
quantities. The eMall allows receives to accept both goods and services in decimals if
necessary.

In the example below, a user orders a box of Visine Tears. Note that the quantity is only
one and the unit of measure is a box. From the description, you can see that there are 28
uses per box. Let's say that the delivery arrives but half of the box was damaged during
deliver. Instead of rejecting the entire box, you may decide to accept the half that are
undamaged. Enter 0.5 for accepted and 0.5 in the rejected column.

T & .|

Fraferences Toggle Tips Taggls Curremcy

n ‘Eelnct B noeigh Aepmipt BCZ0AGL: EFZOI1LT - Receivig User ade - Oeomal Goantte
- : s
Y rocoive El Receive items
¢ Brlcdbanal:-1efs Enber the smount or guanbty you ars scosphng or reechng, snd induds the receipk dabs, When sntaring repechion debais, scplain pour
ﬂ raazon for rejection in eamments, When werfring & mikestores; indicats mhether of not the misstons iz complete, I thes mikestore mil
Surnmary nat ba completed, sxplain the resson in comments,
How Ta Scroan Bstaik |
e |
‘ ] ;
2 |
|
| [LUire tems - Quartity Receiving Fesdad
He, Ouantity Descviption Unit Prey. Accepted Accepted Retected Dote Recelwed
water Purifping PEcher, 4- 9035 nwW «10-
SR IMinCELI-ML8inH, WE/BE il i Lo Tadar
R Wisine Tmars, 76 Lises Par Box box D m 0.5 Today 521!
ovder IO EPZ03117
Orcer TEke! Rereiving User Suide - Decmal Quantity
Suppliss: Ceniraslle soncubural Equipment
ottt Cebeville Shioping - Ford 5t Eairfa
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You may carry out the decimal to as many numbers as necessary. However, the eMall does
not recognize fractions, therefore, you must enter 0.25 and not 1/4.

The same concept applies for services rendered. In the example below, two Elevator
Maintenance contracts are signed with for the same amount of time (a year) but for
different terms. In the first one, the quantity is 12 and the unit of measure is month. For
the second one, the quantity is 1 and the unit of measure is year. After a month of services
is rendered, the service received is entered as shown below.

o =R

Pieferemces Tegdle Tips

Becaipt RCZ0420E51 EPZ0311E - Raosiwing Ussy Guide - Decimal Quankky

| 2 W0 T E Receive ltems

Efbar thi @it ar quantity pou are accapting of relecdng, and nckeds the raceipt date, When srtaring rajection detals, explaln faur
reazon far rejection in commeents, When verfying a milestone, indicsts whether ornat the miastane iz completn: IF the milestans wil

Summay not be eompkeied, @xplan the Feaesn in sorMmants.
Her Ta Sroen Cetoly
:
b
Liree [lems - uantity Seceving Heeded
Hew Qeantity Desoeistion Unit  Frew Accopted  Adoepied  Rejected  Dote Received
1 1z Elerrator maintanance morth 0 1] ] Tocday i
£ 1 Elerstor mainbanance Toar 0 0,08333 ] Today bil
ardar 104 EPZ03118
Cirder Tie: Raceiving User Guide - Cecimal Guarticy
Zupphar;
Cartack:

For a contract where the unit of measure is monthly, the receiver will enter 1 as the
quantity accepted.

For a contract where the unit of measure is one year, but services are rendered monthly, it
will be necessary to enter .84 as the quantity accepted. At the end of the year, this
calculation will be close to the UOM of 1, thereby closing this item.
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Vendor Information

On rare occasions, receiving documents may reflect a different vendor name than what
appears in eVA. To determine if the received goods are from the proper vendor, you may

review additional vendor details to decipher any similarities or connections. To see vendor

details, select the Supplier name link.

Preferences

Rermint RCILTER; EPE0Z9A] - Gyerage

Sinlnck Becaipt El Receive items
H Faye Enter the armount or quanlity you are accepkeg or rejaching, snd induds the receipt dats. Usben sntaring repechon details, soplein your
reason far rajectan in camments. When vartying 4 milsstare, indicate mhether or not the miestona iz complets, IFte milestore Wil
Addhional Infa not be compleied ; sxplar tha rasson in commra v
How To - Sorean Detalls
Summacs
Bl == e e e e e R e e e e @ ............................................................
1
Line= [tems - Duantity Beceiving Reedsd
Ng, Duaetity Description Ung Prev, Accepied Apepded Rojected Date Regolwed
5 Zhredder i, Eriranmmentally = 3 =N H
- Frerdr, 16 fircn e e S L s
5 i #icke Farmnek Phake Printer, Frinks R i 1 o Tedar =

1dinxz 1%n Photoz b6 InkTarks

Qrier 10 EFZ0Z3m
Ordar Tja: Operage

Suppler: Carhiy Mwmu:iuﬁ:sm
Cantapk! o cle Sh - Fi Fapf

Entity Hesder Cross Aeference:

Gloss Ordar; 7 Cires & No
Date: Taday, 12:19 FM
Propesang Staus Rersiving

Because some vendors have multiple locations, there may be a number of links for different

locations. Select the appropriate link(s) to view more details about the vendor.

eVA e Y e S

Tengle Currency

Tagqals Tips

Review Details for Supplier

Thean are s detaily for the fiald pou 3eleched.,

Haw To Scraen Detals

Supplier Hame; Carkracalle Agricubral Eqipmark
Customer [Dn
i Company web s AanbaBoyerdSrbatuy
Platess:
Frefsmed Curnency:
Diispatoht
Camien
Carviar Mathod:

Terrna of Paymant;

Lopskenres Centrewille Shépoing - Ford S FaiTas, Cerkntlle B ol Ecrdn e, Centreville Beceiviod - Ford ST, Faidax,
iiln - Flaghr Grive, CENTRE-YIEGINIS ALY, Warshouin ]
.
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Verify that the items being delivered is coming from the correct vendor listed. Click Done
when finished reviewing.

Proloronces il Tipss Togide Currsney
Review Details for Centreville Agricultural Equipment

Thexs ars the detais for the fisld sou celectsd
How To “Sormen Dabsils

Fame; Cantrevills Agrcukural Equipment
Addrass: 1% Wt Strest Cantravila, WA 20150 Unibed Sratas
10 4554211 5SEL 300
:. Centado Eteve Ross
e-mai; spatem_test@hotmail.com
Prone: 555-123-4567
Fas: 555-123-4567
T [d Numbar: 22523466
Frafarred Ordaring Method: Prirct

ha

Under Receive

If you have not fully received an order but know that the vendor will not send anymore
items, the Close Order option allows the order to be closed for further receiving. No new
receipt is created, and when all orders for a requisition are closed, the Requisition status
changes to Received. Although the system allows both Desktop and Central Receivers to use
this option, the Commonwealth strongly discourages it. Instead, it is recommended that a
change order be created to handle this situation so there is an accurate match between
what was ordered, what was received, and what is being invoiced.

If you are a Desktop Receiver, leave the order open and locate the applicable requisition to
create a change order. Modify the quantity to match the quantity received.

If you are a Central Receiver, leave the order open and ask the Order Preparer to create a
Change Order to reduce the number ordered to the number received. You may
communicate this by adding the Order Preparer into the approval flow as an ad hoc
approver along with a comment. Refer to the Adding an Ad Hoc Approver section of this
guide for more instructions.

You cannot reduce the quantity of an item to less than what has already been received. In
the example below, a user gets this error when trying to change the quantity of an order to
zero when one item has already been received for that order.

Line Items Add items| | Show Details
[ Mo. Type SR Solicit Description Dty Unit Price Amount
g1 Eml [ Water Purifying Pitcher, 4-9/16in'Wx10-1/... :D- each $19.66000USD $0.00000USD

The line item contains one or more invalid fields

Duantity cannot be less than 1 {the number accepted}

Taotal Cost: $0.00000USD

Once the quantity of an order is modified to equal the quantity received, the eMall will
automatically close the order. When all orders on a requisition are closed, the requisition's
status will change from Receiving to Received.
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Over Receive

The eMall allows you to receive more items than ordered. Over receiving will automatically
close the order for receiving.

One common practice for handling overages as a Desktop Receiver is to leave the receipt
open and create a Change Order to reflect the overage amount. Then receive the new
amount.

Central Receivers are advised to obtain guidance from the Order Preparer as to how to
handle the overage. This can be achieved by adding the Order Preparer to the approval flow
as an ad hoc approver along with a comment regarding the overage. Refer to the Adding an
Ad Hoc Approver section of this guide for more instructions.

Requisition and Receipt Status

The status of an order that is partially received will remain as Receiving as long as the order
is open and not fully received.

The status of the requisition also remains as Receiving as long as any of its orders are not
fully received.

The Receipt has its own status:

Status Description

Composing The receipt is automatically created with the order and has not been submitted

Submitted The receipt has been submitted and there are additional approvers that have not approved the
receipt

Approved The receipt has been submitted and fully approved

Adding Comments to the Receipt

If you reject any item, after you select Submit on the Receive Items screen or the
Additional Info link from the left side menu, the Additional Information Needed screen

appears.

TR &R aETm

Preferences Tagpnl= Currepcy

N ot e bl R i o ST
B zoiect Acains El Receive ltems
Enter the ampunt or guantite you are aceapteg orrajacling; @nd indude the racsipt date; YWhen sntaring rejechon details, seplsin your
reasor far repecton in comments. When verifying 4 mikEstane, indicate shether er not the miestone i complete. IFthe milestons wil

not be completed, pxplsin the resson in comments
Howm To: Screen Cataila

N Bogegh Al
1
Linee Thems - Quantity Receiving Heeded
How Duantity Description Unit Prev. Accepled Accepted Rejected Date Recsived
= Shradder Cil, Ermiranmentalt -
LS Frisnd'y, 16 Cunce ; el i o Todap =
wirs Farmmar Dharn Orindae Cvinbe 1 -
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The Additional Information Needed screen allows you to enter more information for a
particular receipt. The eMall determines which additional information is required and
displays a prompt message describing the information that you must add.

Select Order Receipt RC2Z04967: EP203242 - User Guide Exit
Select Receipt P o
1 Additional Information Needed
Receive
Enter additional information about this itern. vou may be asked to add asset data for certain types of itemns, or rejection comments if
additional Info you are rejecting the item,
How To Screen Details
Surnrnary
Line Itemn MNo.: 3
4
1 Quantity: 10
Description: Tissue Poly Paper Pillow Case, 21in¥30in, Blue

Prev, Accepted: O

Accepted: g

Rejected: =3

Date Received: Today FH
Ernail: [J send email ta Purchasing

Rejection Reason: |5 of the Pillow cases were the wrong
colo

[ always gao directly to the summary page

Review the prompt message and receipt details, then add the required information.

If you are taken to this screen due to rejected items on the receipt, you can enter a
comment to describe why the items were rejected.

Select the Always go directly to the summary page checkbox to bypass this screen in
the future. If there is a need to return to the Additional Information Needed screen in the
future, select the Additional Info link in the left menu.

Select the Send email to Purchasing checkbox to notify the preparer of the order of the
rejection.

After entering the additional information, select Next or Summary to review the
information for this receipt on the Summary screen.
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Summary

The Summary screen allows you to review the receipt details before submitting it for
approval. Review the Accepted and Rejected quantities and the Date Received.

Skt Drcer Recsipt BC2049571 EP203242 - User Guide
Fobeot Breosigt

Summary
Hecaive

Aoy the recepk and msks changes, d necssesrp, When you sm Frished, sobmitthe receiph far soormval

Addigonsl Info How To Scrawn Cabads

A e i e

o
4 | Lime Ttesns - Daantity Recewing Reeded

He. Quantty Dusiripbon Uni#  Prov. Accopted Accepted Rujucted Dato Recwived
Kozhin B Attach?, din-Sin =
1 4 .Ea:kdr = exth O i o Today i
Curvad arm [rcandesaent Lamp,
2 Pl wuch 0O E a Today B
5 10 Tizsus Paly Papsr Filkow Cass, o T c Toda o
Hin® 30, Blus T
Ermiall: [ Zund amail ba Furchasing
Rejeenan Faazon (S of te Pllon casss wars the veong |
| ok
a4 1% Yisine Tears, 20 Llsss Par B ke 0 1 2 Trday B
Ermail; [ send mmsil ta Furchasing
Rejection Reason: |Crly 3 boxes smived, hut 2 were
damieged,
Confarance Foom Cabinat, 4' 4o
B Ewd'H, Welnut nl g = ey =
Erraili 71 =end el ta Purchasing
Rijatian Raaeon: (Tre prong cabinets mers dalrersd

ek 10 EEEDAZEE

Crckar Titha ! Liser Guide

Supplisr: Centresile Sarcutiurel Eouiciment
Corkact C wila Shi - F Fai

Ertiy Hesdar Cross Refaranoe

Clase Order 7 {Ives [ Ho
Coskm; Today, LL:27 AH
Fracessing Stabust Recarang

| LCamankests - ERiFe Redeipt

Commants:

Diokts

‘o e m

If you need to add an ad-hoc approver to this receipt, follow directions on the following

page. Otherwise, click the Submit button.
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Ad Hoc Receipt Approvers

In some cases, you may want to notify someone of a receipt, or require an extra approval.
For example, as mentioned earlier in this guide, Central Receivers need to add the preparer
of the requisition as an ad hoc approver to notify them of an over/ under receive situation
so they can create a change order. Anyone in the receipt approval flow (including the initial
receiver) can add an approver to the approval flow.

1. To add an approver, select the Add Approver button.

Preferences Toggle Tips Toggle Cure

Select Fepemt Repspt RCMA7TE; EP20E249E - User Guids
Sy
e Bl summary

v ;

Hevim the receipt snd maks chenges, i necessary, When you ars inshsd, sobmt bhe receipt far spprosesl

3 Summare How To Soeen Detnils

e S

Legerd: ] Pending active [ approved B Denied ] owatcher |

rczouavz |6 lz Adminl, 0333 I npproved

-

[

2. At the next screen, use the drop-down menu to select the user or role to add.

Preferences Togghe Tips Toggle Curremcy

Sejapt Raceipt Receipt RCZMSTE EFZOO2AT - User Guide
Bsceive
B summary
ianal ot
Reryimey the recwiph snd maken changas, ff nacassary. When you arscfniahed, sobmit the receipt for approvs,
BY Soivine How T Soresn Detals

(i ot o™
f

o Add approver to approsal flos: | DEEE-SecountUrs Appravard v | Selzct Approval List
=alect Apprower

DE33-Aczountlinedpproverl
."\,d'.""; Dg% C

Add thie approver as:

Frovide & reason: 1 Pl ’ [‘:.é,
pariag, Yansasa
Legend: [[] Pending @Hﬁéﬂw—m—m—gﬂ Deried 2] Watcher
RCzO4a7z 55 &l admint, o313z E}] {~ moormoved
] e

& add apprower in parallel to the snbre approval low
[ add spprover before the selected apprower in the spprovs| flow
7 add apprower after the szlocted approver in the approva flaw
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3. Set the approver as an Approver or a Watcher. (Watchers can review the receipt but
cannot act on it.)

4. Enter a reason for the added approver.

5. Select the position in the approval flow for the new approver.

In the example shown, a user is added as a required approver in parallel to the existing
approver. This means that either approval can be applied first. The reason listed is to “Verify

installation.”

Select OK to complete the addition of the approver.

Racapt LC20E97L; EPZ03242 - Lsar Guide

B summary

Review the reesipt and make changes, f necessary. Whan you are finished, submit the recsipe for spprawal.
How To Sorean Detsis

add approver ko approval flow: D}!a-nc:uuntﬁnzﬂppruvurlil | Salact Approdal List

ndd this spprover as: ® npprover O Watcher

Protidde & reasn: Werify nstallatinnl

Legend: Fending E Actve Approwed rg Denied E W'akcher
roean4a7i B Bl adrini, 0333 BT spercved
L4 n

@ ndd approwar in parallel to the entire approval flow
2 add spprover before the selsctsd spprower in the spproval flow
0 Add approvar after the =sleced approver in the approval Aos

g, [

Once the approver is added, select Submit.

Select Order
Select Receipt
Receive

Additional Info

Receipt RC204972: EP203242 - User Guide

b

B summary

Rewview the receipt and make changes, if necessary, When you are finished, submit the receipt for approval.
How To Screen Details

-
. Legend: Pending Active approved  [B] Denied [&] watcher |
D333-Accountlinedpproverl
RCZ04972 [ approved
Adrninl, D333
[dJ [
[add appraver]| [Delete Approver|
Mew approver was added successfully,
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Just like a requisition, when a receipt is denied, it is reverted back to Composing status. The
preparer must edit and resubmit or just resubmit the receipt.

I:Qj It is important to remember that when a receipt is reverted back to Composing
status, the approval flow is also reset. This means that any ad hoc approvers that
were added are no longer in the approval flow and must be added again

Receiving — Done Screen

Once you have fully received all items on all orders of a requisition and you select Submit
on the Summary screen, the Receiving — Done screen appears.

This Receiving — Done screen informs you that you have successfully created a receipt for
all given order(s). The Requisition ID and Title are also listed.

Receiving - Done

rou successfully received the selected iterns. Continue receiving or return to the home page.
How To Screen Details

PRZ0O7096 - Copy of User Guide has been successfully received.

& Select another order to receive

1 ¢ Return to the Ariba Buyer Home page
4

[Jon't show this page again {reset in preferences)

You can select the Don’t show this page again (reset in preferences) check box to
bypass this screen in the future. To reselect this choice in the future, you can deselect the
checkbox by going to Preferences on the menu bar. Once there, select Reset Default
Preferences.
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Entering Receiving from the Status Screen (Desktop
Receiver Only)

Since a Desktop Receiver is also the same user that created the requisition, Desktop
Receivers have the option of entering Receiving by selecting the requisition from the Status
screen.

Select the Status button from the swoosh image or select the Approved link from the left
menu to display a list of your requests.

=T Do
fporove Beouests. BT Approu. 3 e it
Wakih Faginch 13

Sk
Lomp paire B
; i S%Il 0
Bpproved 1z
Dariiad 1] O Esploie

= Create

Craate )
= Enplore
Taarchs wdr BLAE lsak vint 2/TE/2 000 LO:52 AN 5
Cutalags
Ealiizs Return fo Portal
= Repart
Paners
= RELEEwE
Burchss Arters Muw aMALL mads S [MPLEI

System Hews

WELCOME evi Bupr!

From the Status screen, select the Requisition ID or Title link that has the order you want
to receive. Note the Status of the Requisition:

Ordered means that no receipts have been submitted for the order.

Receiving means that at least one receipt has been processed for at least one order on
the requisition, but that at least one order has not been fully received.

Received means that all orders on the requisition have been fully received. To continue
receiving, the order must be reopened for receiving from the Receiving section.

PFrederenoes roggle: Tips Tiegple: CusFency

= status Status
Comadsing g
Click & regusct’s 100 or title o wiss reguest detsile, Tou can clidh cheds boxes to select one or mors requests and then taks
Submithed ] an spproprigbs sckion; for sxsmpls, move sslectsd regquests 1o 8 folder,
Approad 12 How Tg Soreen Dedails
Cenizd [
Show i 20 Requests in pragress 20 Page |1 | b
I Tyoe I Date Crested Status Tite Total
3 Cl j BB 2O Today, 11:56 A Crdered Bmcaivirig | Cramki Bacajw F12,040,00000Us0
S [ [& eesels Today, 11:52 &H i $0L0000UED
[ |¥] pazocaes Tue 1 Feh, 2005  Recsiving  Tamara's full 60 Tast £40,00000UED
[1 =] peeoe3eT Tue,1Feb, 2005 Recriving nara's SPLED Test £181.50000USD
[1 B eezossss Tua, 'Feh, 2005 Hecsiving —Tamara's TEST 49 $100.E00OIUSD
[ B eeosney Tue,11lan, 2008 Compasing Unttlad Bedulstion $0.00000UED
[1 [& erp0an?s Fr, 12 Hov, 2004 Raceiving  Cope of 27184 BEGO 11712404 $76.BHO00USD

To view a list of receipts that have been created for the orders on the requisition, select the
Receipts tab.
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Select the Receive button to enter the Receiving section.

= Stakws
Lomposing g
submitted o
Approvad 1z
Denied a
Show 8l bl

ferences Toggle Currency

PR206618 - Receiving UG - Desktop Receiving

Heview the request details and then taks the sppropriate: sction; for exampls, depending on the request shefus,
Yol can appense, deny, adit, submi, Faceive, iInvoice, opan, of dase tha aguast,

How To seoan Detois

o [ oo
- | e TR e G L e
[
Brcoipt 1D Order [P Title Date  Stotys
RCZ04E50 EFZ03046 Receiving UG - Desktop Aeceiving Cornposing
RCZD45691 EFZ0304T Receiving UG - Oesktop Receiving Cornposing
weemmeme e [ | [Cancal| [REcsiee BRE] === e mmmma s
Bk fa Status

R

Users who do not have Desktop Receiving will not see this Receive button when
opening their requisition.

The Receiving section usually has five steps. However, if you are a Desktop Receiver and
access the section through the Status screen, you are taken directly to the Select Receipt
screen. This screen is slightly different depending on whether you access it through the
Receive button, or through the Status button on the Swoosh screen. The Select Receipt
access through the Status button displays all receipts and references all orders for that
requisition, as shown below.

Select a receipt that needs approval.

Prefersnces

Requisiion FREZO79A L =Hall vol, 2 UG

El select Receipt

Tha rac=ipts listed belos nasd your stberbon, Yoo can srber recepk detsis For order and contract itama [including contrac

Sirmrnars milestormeh, snd vieey axisbing receiph detsils, Clids an 10 to veork on the asspoeded receipt.
How T Screen Cotais

F Recmipls - Approval ke ded
‘
- Redeipt IO Deder 10 Title Duaks Status

B EP2042q alMall Yol 2 Lk3 Compoaing

RCI0524S EPZ0A4%5 abiall dal. 2 LS Carnposing

Herwipts - Mo dpproysl ‘\u#d.ul'
Bacaipt 10 Drder 10 Tikhe [IELE] Status
(i = il EFZ0a429 eMall vel. 2 UGS Taday, 2114 PH Approved

Version 4

eMall Vol. 2 User Guide (26-0013)

Contents subject to the copyright, use and distribution clause on cover page.

Page 28
7/06/2006




eMall Vol. 2
RECEIVING

The Receive Items screen of the Receiving section appears.

oo &I 5|

Freferences Togyle Tips Toapy le Currsmcy
n o Receint REZ0G2E3: EFZ02924 - obal Wol, 2 US B < e BRI || Sutirwit || Ek |
| 2 P E Receive ltems
Emtarthe amount o quamhty you are aoeepting or resechng, and ircluds the receipt date, When srkering rajection detsils,
=xplain your resson For rejesction in comments, When verfying & milestone, indicats whsther or rot the milkstons ic complsts,
Summare If the mrilestone Will pot be complsted, =xplain the resson in commeants

Howm To Soreen Details

T - ... |
F
Line Items - Quantity Fleceiving Meeded
Mo, Quantity Description Unit Prew. fccepted Accepted Relected Date Received
Crmab Caast Blovesr, Batbery =
1 in A P et S each 1 o 1] Today 111
Fan, Posar Stand , 3-Spased,
Z 10 i Bk each 0 o i Taday R
rder [En EPQcudzg
Qrder Tle aHall vol, z UG
supplier: Cepnbrevil
Corkact: Cantralle £

Accessing Receipts Once Receiving has Begun

Orders that are not completely received or accepted in a single delivery may have several
receipts associated with it. When an order is partially received (i.e., a receipt is completed
for less than the total number of items in an order, or some items are rejected), the eMall
creates another receipt for the order to be completed later, when additional items are
delivered.

When you select the Receive button from the Swoosh screen, the Select Order — Search
screen appears. Enter the Order ID and select Search.

Select Order

Select Receiot E] select Order - Search

Receive

Select the type of request to receive, enter search criteria if available, and search to find requests that
additional Info rmatch your criteria. To select a request, click the ID.
How To Screen Details

Order ID W Advanced  Back to Select Order

Sumrnary

&

Search Results

Enter search criteriz above

Select the order that you want to view.
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Select Order

select Receint El select Order - Search

Receive

Select the type of request to receive, enter search criteria if available, and search to find requests that match vour criteria. Tao select a

Additional Info request, click the 1D,

How To Screen Details
Surnmary

Crder ID Advanced  Back to Select Order

[EIE NI

Search Results

Orders returned: 113 Page _ 3

Order IDT  Title Date Created Status Supplier

Wiax (093404 - 1554 Tue, 14 Sep, 2004  Ordered Procurement Office

DY 209 Mon, 16 Oct, 2004 Ordered Procurement Office

Script 8016 Mon, 1 Mow, 2004 Ordered Procurerment Office

®ML test 2 Tue, 16 Moy, 2004  Ordered Procurement Office

Copy of XML test 2 Tue, 16 Nov, 2004 Ordered Procurement Office

D333 Original 3 Wed, 28 Jul, 2004 Ordered Procurement Office
DOZO0166  Wax (1591%) Thu, 9 Sep, 2004 Ordered Centreville Agricultural Equipment
DOZO017E  User GuideZ Fri, 10 Sep, 2004 Receiving Centreville Agricultural Equipment
EPZ0O0000 Script 90016 Fri, 23 Jul, z004 Ordered Acrme Abrasives, Incorporated
EPzO0001 Script 90017 Mon, 26 Jul, 2004 Receiving Acrne Abrasives, Incorporated
EPZO0003 Script 90017 Receipt in Submitted Status Mon, 26 Jul, 2004 Receiving Acrme Abrasives, Incorporated

I:;j To search for an order, refer to the Basic Search and Advanced Search section of this
guide.

Once you select the order, you will automatically be taken to the Receive Items screen,
shown below.

:n g b Car Recept RCHOAEES: EFE0SEIZS - Amveiving UG

B ooy El Receive ltemis
El Eamic

; Erar thi AmoiTt ar Guantity pou st aest ng ar fajeting, snd neude the raedot date. Whan soharng reseton datale, axplain yor
| reasan For releotian in gamments, When verdying & miestons, indicate sther or rak the mileston (s omplete, I the mikstane Wl
|d Addtipngbiale Tk bet el rnipleried g pdain s neason in oommedts
| Higu Tq Soreen Dutaids
| Summary

| Lnm Itmems - mantity Apceewing Meedond
bz Quasiity Bsscription Uni# Prew. Ascugfied Aciesisd Bsincied Defin Evcwived
A PRB e R THUT: seth 1 0 a Today ..
Qrder [0 EEOONE
Cirdar Trids: Aecmiving UG
Supplisr: Arme Sbrace, Incvoorgtad
Corked Acme - Main 5., Faifax va
bank:
Clom Ordar: 7 e (Tl
Date Tadsy, 155 PW

| Prosassng States ) ABMEWRG

To view all receipts associated with the order, select the Select Receipt link from the left
menu. From this screen, you can view all of the receipts associated with one order:

Version 4 eMall Vol. 2 User Guide (26-0013) Page 30
Contents subject to the copyright, use and distribution clause on cover page. 7/06/2006



eMall Vol. 2
RECEIVING

Freferencss ongle Tips

ERP Qrdsr EF203027: Recsiving UG

E setectReceipt

Tha rucmipts liwbsd hulow naad your atbsrdion. You cen enber recepk datals for order and cordrack fema {induding contrack milestones},
anvd visw axistng recaipt details . Click an 10 ta werk an the assagisted receipt:

Bddiana Irfo How To Sorsen Detals
Summary I
Receipts - Spproeal esded
5:: Lt L Orider 10 Tithe: Inate Haleg
RCI04e59 EP2030232 Repsiving UG Compesing

Bocelpts - Mo Approval Meedad

BaLaigt L Oider 10 Titl Dalte Stk
zﬂzjﬂ EP203023 Receivirg L3 Mory, 14 Feb, 2005 Agproved
4555 EP203023 Remceivaeg L3 Moy, 14 Feb, 2DOE Approved
Srder [Dn EEZD3DEA
Wersian: 1
Tia: Racering UG
Supplier: dcme Abrasve:, Inoorppesisd
Contach Agme - Mar Fairfaw 4,

The receipts associated with this order are divided into Approval Needed and No Approval
Needed. Notice the Order IDs and Statuses.

A receipt in Approved status has been submitted and approved.
A receipt in Composing status is created automatically when an order is created or
partially received.

To view the information of an approved receipt, select the appropriate Receipt ID.

The View Receipt Details screen appears. From the example below you can see that for this
particular order, two items were delivered. However, only one item was accepted while the
other item was rejected because it was the wrong color.
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Preferences

EY solect order Raceipt RCE04ESD: EP20I02T - Racsiving LS
L]

F] olect acceior El view Receipt Details

Y foceive

Thess are the detsils of the recsipt rou sekecked, 1f the receph has not besn processsd by the system, and if you have the sppropriste
parmigsion, pou can edk and changa tha eesting rassps datals

How'To Soreen Defals

e

inee Ttems Aeceived By Quenptity

Hp, Dpastity Deporigtien Unit Prev, dccepted fogepted Hejected Dafe Received
L z 16-Slot Chasais; Rack Mourk Fisldupgrads sach 0 1 1 Fri, 11 Fab, 2003
Ermnail I Zend armal o Purchasing

Regechon Rea=on: Tha sscond dem i the mrong color,

Order 100 EPZN3023

Crdar Tita; Recaiving LG

Eupphar: s Abragiees Ircarograbed
Cantact: Seris - Wain S, Fairfas 0
taat;

Cloge Order ¥ { L]

Duabel Maon, 14 Feby, 2005

Once you are done viewing the completed receipt, select the <Prev button to return to the
Select Receipt screen.

Togale Currency

mm
|

n Selack Receint Requisiion FEZOTZ01: shial vol, Z UG = Fran | Nexr 3 .
Bas El select Receipt
Additional Info

The reapipts listed balem nesd your attention. You can-enter receipt dakails for order and coriract tems fincluding coriract
Summare milestones), and view existing repsipt detsils, Click an 10 to work on the sssocisted recsiot.

Hom To Socreen Details

Receipls - Spproval Meeded

L

i BEeceipt I Oirder [0 Title Date Stabss
RCE05I5a EP2O4Z4 eHall Wal, 2 UG Camposing
RCz0EZ4g EPZOM2E aHal val, 2 UG Camgosing

Eeceiphs - Mo Approval Mesded

Racaipt I0 Ordar 1D Titla Data Sk

B, I BP0 aMall wol 2 UG Today, Z:19 PM opproved

To receive additional items for this order, select the appropriate Receipt ID in the Receipts
- Approval Needed section to continue the receiving process. Selecting a Receipt ID takes
you to Step 3: Receive. The Receive Items screen displays a detail screen for that receipt.

Editing a Receipt

Generally, once a receipt is submitted and approved, there is no way to change an order to
reduce the quantity of the order below the quantity already received UNLESS the receiving
change is done on the SAME day as the day the quantity received was entered. Due to the
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fact that receipts are not processed until nightly job runs, authorized users have the ability
to edit a receipt before it is fully processed.

There is no way to un-receive an item to reduce the quantity received AFTER the initial day
it was entered.

Editing Approved Receipt
To edit a receipt, follow these steps:

1. Select Receive on the Swoosh or the Purchase Orders link from the left menu.

Q%

Preferences Togole Tips Toagle Currency

T To Do
Approue Requests 63 Approve 0 =5 ==y R{ﬁ?l'ﬁ'\!
Match Badiests 1

= Status
Composing 23
Submittad 2 Status [

Approysd a7 |
Leniag 2 ol

. Creabe \ . % -

Requisition

= Explore
T admind, DE3F last wisit 3742008 9132 AN, 6vA

Eriders Return to Portal

Sysbem Mews
WELCOME el Buvar!

Purchaes Grdare | My aMALL mads SIMPLE!

= Reconcile

Chengss have been mads l:u_ the small 42 s-t'u-amlin_g Fodr

2. Enter the Order ID of the receipt or the Receipt ID to be edited. (If you do not know the
Order ID or the Receipt ID, go to the Orders tab of the requisition to locate the Order
you want to receive and the Receipt tab to locate the Receipt ID.)

Freferences Togyle Tips Togole Currency

ﬂ aatzgt Resmer El select Order - Search i

Sebect the type of request bo recsive, spter sesrch criceris d aysilabls, snd csarch to find requests that match your crisris. To |
acdiintal e salect 4 raquest, dick the [0,

| Howm To Scrsen Debails
| 5 [ I
o Lerder 1D ] [EPanaaz4] @ Advonged Bk o Salack Order |

Search Results

l:gj When you first select the Search button on the Select Order — Search screen, you

will not see orders in Received status. You must enter a search term (e.g., the Order
ID, Req ID, or Receipt ID) to see orders in Received status.
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3. Select the Receipt ID link that you want to edit.

Preferences Toggle Tips Toggle Currency

n Eelact Ordsr ERP Order EPZ034241 <Mall Vol 2 UG
| 2 [ESFETRY Fl select Receipt
s L The receipts listed belom nesd vour attertion. You can enter receipt 'detads for order ard coréract dems {including cantract
- milestanes); and view existing receipt details: Click an [0 o work oo the asspoisted receipt.
additional [nfa Hom To Soreon Dotals
Symmeary

0 This orderis currently cloged For peceising.

4l If you nesd £o recrive addional tems, reapen the arder,
|

Receipts - Mo Approval Meeded

Receipt 10 Deder 1D Title Date Status
e 1} 7 EPpI03d3d eMall Wol, & UG Today, 2idd PN Bpproved
ECEISEET ERI0a424 eMall wol, = UG Today, 5:58 FH Bpproved

Order [D! EREQGI4
Warsion; 1

Titha! =Hall Yol 2 U
Supplar

Cantravilla_Agricukural Equameant
—ontact; entrewille =hipping - Fairty

S & O

Preferences Toggle Currency

Togols Tips

1 e Recaipt RCEOSE4T: EPZ0G4E4 - aMall val, 2 UG

EJ necsive E] View Receipt Details

3 These are the details of the receipt you selected. IFthe receipt has not been processed by the system, and if you have the
. sppropriets permission, you can =dit end chengs the szishng recepk details

Ly Summary

How To Screen Details

| Line Thems Roceived By Quantity

Ho. Quantity Desceiption Unit Prov, Accepted Accepted Bejected Date Received
1 10 I:leslc_Du-st Blower, Battery Powered, Singh 1 o Teday
Hanging Skrap
2 in Fan, Power Stand | 3-SZpesd, Tilk, BE sach 0 1] i} Tedsy
Order [D: EPasasd
arder Title: eMall waol. 2 UG
. Zupplisr: Cendrevills Aqricaltural Equipmert

5. Once the Receive Items screen opens, you may edit the receipt. Once you are done
editing the receipt, select the Next button to proceed.
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Prafarences Taggle Tips Toggle Currency

Zalact Srder Recaipt ACZ0S24T: EPZ03424 - =Mall Yal. 2 UG
Selact Bacmint El Recelve ltems
LT Ert=r the number of ikems to 2ccept or reject,

i How To Scresn Details
addibiansl Infa e B e
Surnmnary e T e B B e e e T e e b N i

1
| e
|i|-1|-I Thams i‘lu.lﬁrity .ﬂ..l L I.'ill-il'llJ ‘u'l:llrl'i
bo. Duantity Bosceiption Unit Prew. Accepted Accepted Bejacted Date Becoived
Desk Dust Blower, Battery i 1 1
¥ o Fowsred, Hanging Strap A I [ 49 | [Today 'E!
Fan, Pomer Stand | 3-Speed, | | |
2 10 TIN;.IEIK mach 0 1] | 1o | [Today |
Order 10 EPE0sdzq
order Title: efMall vol, 2 UG
Supplier: o aille sgricalties! Fou

6. Enter the reason for why you needed to edit the receipt in the Comments — Entire

e

Proforemoss Toggh: Tips Togyle Currency

Eplect Crder Apcpipt ACZDS247T: EFZ0ZA - shlall vol. 2 UG
Select Receipt
Summary
Racaive
Rawian the racaipt and maka changes, if necestary. Whan pou ar finished, sobmit tha reseipt for approwal .
it I Hen To Screen Details
e e e,
.' | Linm [tnms - Quanbty Becomving Meeded
Ciesk Dust Blower, Balery Posarad,
1 10 2 ch 0 3 2] Tud
Hanaing tran = | namd B
2 10 Far, Powsr Jtard |, 3-Speed, Tilk, BE gach 0 L] | 2] Tudak §
Grdar [Dx EPZO3ES
order Tithe: aHall Vol 2 LG
Supplier: eckrevwils Agriculbaral Eouiomesnt
Contact: cerfravile Shiooing - Fard St Fairfax

Ertity Header Cross Aalarancs

Chse Order 7 Cives @iwo
Crab=: Todar, 2i14 PH
Pmr.tsrsing Stabus: Awaiting procesang

Commants - Entire Redeipt

Commentst |1 mada & miskska about the amourt reciaved sarlier today,
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Approving Receipts

Understanding the Approval Flow
Every receipt has an approval flow that can be viewed at the Summary step. Select the
Approval Flow tab to review the approval flow.

The receiver will always be the first approver in the approval flow. By submitting the
receipt, the approval is implied and the receiver will not need to approve the receipt.

RC204659 - Receipt for EP203023 Status: Composing

Review the request details and then take the appropriate action; for example, depending on the request status, vaou
can approve, deny, edit, submit, receive, invoice, open, or close the request,

How To Screen Details

Legend: Pending Active approved  [E] Denied [Z] watcher |

I -

RCZ04659 Al36-Central Receiving J—l_ Approved

[« L]

You can look at the approval flow to see who has yet to act on the receipt document. The
legend shows the Active approvers in blue. (It is the Active approvers who are currently
expected to review and approve or deny an approvable document.)

If you let your cursor (mouse) hover over a box in the approval flow, you will see flyover
text that tells you the status and reason for the approval. In the example above, the Central
Receiver has added the requester to the receipt flow with the reason “Verify installation”, as
shown on the next screen print.

Select Order Receipt RC204971: EP203242 - User Guide < Pr i
Select Receipt

Summary
Receive

Review the receipt and make changes, if necessary, When you are finished, submit the receipt for approval.
Additional Info How To Screen Details

summary e, |

Legend: Pending Active approved [ Denied [&] watcher |

D333-AccountlineAppraverd
RC204971 |=£ roved
Active - Verify Installation

adminl, D333

I .l

Kl [

[add approver| [Delete Approver]
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Select the link in the approval box to get more information about the approver. If the
approver is a role, you can see who is in the role.

Review Details for D333-AccountLineApproveri

These are the details for the field you selected.
How To Screen Details

Users in Group: Admin, D333, Adminl, D333
Mame: C333-AccountlineApproverl
1C: C333-AccountlineApproverl

s

Commodity Approvers

In some cases, additional receipt approvers may be present. For example, an agency may
require certain commodities such as computer hardware to be received with the approval of
the agency’s IT specialists. The additional approver will be seen in the approval flow.

4
4

The first approver in the Receipt approval flow is actually the person who submits the
receipt following the procedures in this guide. Other approvers in the flow act as receipt
approvers, based on particular commodity codes specified in the BSO. Approvers should
follow instructions in the eMall Vol. 1 User Guide.

Printing Receipts
You may find that printing the receipt document is helpful, especially for the centralized

receiving process where other departments, such as Accounts Payable, may need a print out
of the receipt.

To print a receipt:

1. Open the receipt.

2. Press and hold the <Alt> key while pressing the <Print Screen> key.

3. Open Microsoft Word and paste the screen print into a document by selecting
Edit/Paste or by pressing and holding the <Ctrl> key while pressing the <V> key.

Receipt History Tab

Like requisitions and orders, receipts also have a history tab. The receipt history tab is
generated as soon as an action is taken against a receipt.

After receipts have processed, Central receivers can view the Receipt History Tab when they
click on the RECEIVE button and find a particular order. They must select the receipt, open
it up, and then click on the HISTORY tab.
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A desktop receiver can view receipts by doing the following:

1. Select the Status button on the swoosh image.

~ To Do

Approve Reguests 2

~ Status
Composing
Submitted

Approved
Denied
~ Create
Reguisition
= Explore
Searches

Catalogs

Folders

Watch Reguests

i1

B T o O e B Y

5

Create ).

Approve (3~

— 1) Receive

O Explore

3-. -

L Welcome toeva

UserS, A136 last visit 4/1/2005 11:56 AM, evh

Return to Portal

2. From the Status

screen, select the requisition that has the status of receiving.

~ Status
Composing
Subrnitted
Approved
Cenied
Show All

Status

2
Click a request's ID or title to view request details, vou can click check boxes to select one or more requests and
a then take an appropriate action; for example, move selected requests to a folder,
6 How To Screen Details
a
g Requests in progress: 8
Type Date Created Requester Status Title Total

L [(H uUPz00702 Mon, 14 Feb, 2005 gigrss, Processed  Userf, A136

d == Users, o -

4 % PRZ065%4 Mon, 14 Feb, 2005 A176 Receiving Receiving UG $541,5000005D
= PRznasz‘jrf Man, 14 Feb, 2005 gigrss, Receiving Receiving UG $541.500000U50
=5 PRzo&190 Fri, 21 Jan, 2005 giggﬁ Composing Untitled Requisition $0,00000U5D
==| Prz0&188 Fri, 21 Jan, 2005 gigrss, Composing Untitled Requisition $18,150,000,00000U50

3. Once the requisi

tion opens, select the Receipts tab.

PR206564 - Receiving UG

< Status Status: Receiving
Composing 2
) Review the request details and then take the appropriate action; for exarmple, depending on the request status, yvou
Subritted a can approve, deny, edit, submit, receive, invoice, open, or close the request,
Approved 6 How To Screen Details
e v Back to Status
show 2l i BB e
4
B Title: Receiving UG
Fiscal vears: 2005
PO Category: M1l
test:
Co not send any iterns to eProcurernent: [
RegqHeadCBZ: r
Send all items to eProcurement: r
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4. Select the Receipt ID link that you wish to view.

= Gtatus PR206564 - Receiving UG Status: Receiving
Composing 2 . . . . .
i Review the request details and then take the appropriate action; for example, depending on the request status, you
Subrnitted a can approve, deny, edit, submit, receive, invoice, open, or close the request.
Approved 6 How To Screen Details
Denied a
snie Back to Status
Show 4l e = e :
.
B Receipt ID Order ID Title Date Status
RCZ204654 EPZ03023 Receiving UG Mon, 14 Feb, 2005 Approved
RC20465§ EPZ03023 Receiving UG Mon, 14 Feb, 2005 Approved
RC20465 EPZ03023 Receiving UG Composing
RCZ204655 EPz03024 Receiving UG Today, 12:41 PM Composing

5. When the Receipt opens, select the History tab.

RC204656 - RECEipt for EP203023 Status: Approved

Review the request details and then take the appropriate action; for example, depending on the request status, you
can approve, deny, edit, submit, receive, invoice, open, or close the request,

How To Screen Details

%)

| Line Items Received By Quantity

I &

MNo. Quantity Description Unit Prev. Accepted Accepted Rejected Date Received
16-%lot Chassis, Rack Mon, 14 Feb,
4 2 Mount FieldUpgrade e 1 o o 2005
Order ID: ERPZ03023
Order Title: Receiving UG
Supplier: Acrne Abrasives, Incorporated
Contact: Acre - Main St Fairfax Wa
test:
Close Order: 7 Mo
Date: Mon, 14 Feb, 2005
The History tab indicates what action has been taken against this receipt.
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6. To view more detail for a particular action, select the link under the Action column,
where available.

RC204656 - RECEiPt for EP203023 Status: Approved

Review the request details and then take the appropriate action; for example, depending on the request status, yvou
can approve, deny, edit, submit, receive, invoice, open, or close the request.

How To Screen Details

.
4
B Date! User Action Summary
Mon, 14 Feb, 2005 AdminZ, A136 Editﬁ Line iterns were changed.
Mon, 14 Feb, 2005 AdminZ, A136  Edite Receipt properties were changed. Line items were changed.

Mon, 14 Feb, 2005 AdminZ, 4136  Approved RCZ04656 approved.

7. Once done examining the Review Details for Action screen, select Done to return to the
Receipt history. In the example below, the change details indicates that the quantity
received changed from 3 to 0 and the resulting amount was changed from $540 to $0.

Review Details for Action

These are the details for the field you selected,
How To Screen Details

Date: Man, 14 Feb, 2005
User: Adming, 136
= Previous Version:
4
. Change Details
Changes: Receipt Itern 1, Accepted changed from 3 to O
Receipt Item 1, Amt. Accepted changed from $540.00000USD to
$0.00000UsD
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History Tab of the Requisition

Notice from the screen shot below, a user has fully received all items on all orders of a
requisition, making the status of the requisition change from Receiving to Received. Also
notice that the status change has not be documented in the requisition's History tab. This is
because when a receipt is approved, it is not completely processed until the nightly cycle
run. Once the receipts for this order are processed overnight, the user will see a status
change in the History tab the next day.

a

Sk b Famg
;
| [ ey v e

Datel Wgep ALTD Busmhiy
Fri, &5 Feb, 2005 b assshary ordered I'i Order EFPII0TE Mas successfully s=ntto ERP.
Fri, 2= Fub, 2005 srbaspstam Frocasssd  PRI0AS1S Order successfuly processsd by bupsanss Intagrator.
Fri, &5 Feb, 200 Bnbasyekam Srdared Srder EFHI0TE mas soccessully sant bo BRP
Fri, ¥ Fab, 2005 afib agveien Procacsed  PRIDM&1S Oroer suctacsful ¥ grocacced by buysanca Intagrakor.
Fri. I3 Feb; 20035 anbasystem orjared Croer EFZNA0T mas sucoessfully sant to [RP
Fri; &5 Feb, 2005 anbasyehan Erapasred — PRESDMGLE Order successtuly processsd by buysenss Inpegrator.
Fri, 2= Fub, 2005 adminz, A1l approvad PRICASLE appraved.

PR20GG1S - Recelving User Guide “tane: Radahmd

Revies the reguest detals and then take the spgropriate actian; for example, degending an the request SEatus, paU can Spprove.

duny, ndk, subm, recaive, rraice, opan, ar doss B requeek.
How Tp Grreen Getsils

Fri, & Fmb, 2005 adrmyng, a136 Submited PRIES1E submitted for approwal

Once the receipts have been processed, it will be documented in the requisition history tab.

= hafis PR206615 - Receiving User Guide Status: Received
Composing 7 . . . . .
) Rewview the request details and then take the appropriate action; for exarmple, depending on the request status, yvou

Submitted o can approve, deny, edit, submit, receive, invoice, open, or close the request.

Approved 15 How To Screen Details

Denied v Back to Status

Show all o | PN ===y N

4
B Date! User Action Summary
Tue, 8 Mar, 2005 Adrin2, 84136 Received | Iterns accepted: O.
Tue, 8 Mar, 2005 AdminZ, A136 Received “Iterns accepted: 0.
Tue, 8 Mar, 2005 AdminZ, 4136 Received Items accepted: 12,
Fri, 25 Feb, 2005  aribasystemn COrdered Order EP203072 was successfully sent to ERP.
Fri, 25 Feb, 2005  aribasystemn Processed PRZ06615 Order successfully processed by buysense Integrator,
Fri, 25 Feb, 2005 aribasystemn Ordered Order EP203073 was successfully sent to ERP.
Fri, 25 Feb, 2005  aribasystemn Frocessed PRZ06615 Order successfully processed by buysense Integrator,
Fri, 25 Feb, 2005 aribasystemn Ordered Order EP203074 was successfully sent to ERP.
Fri, 25 Feb, 2005  aribasystemn Processed PRZ06615 Order successfully processed by buysense Integrator,
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Returned ltems

Currently, the eMall does not allow users to enter returned item(s). If a user is required to
return an item to the vendor, it must be done manually outside the system.

It is important to know that rejecting an item in the system is NOT the same thing as
returning an item. Rejecting an item NEVER decreases the number of items already

accepted.

For example, a user orders 10 boxes of pens but only five were delivered. The user creates
a receipt to accept the five boxes. That receipt is approved and a new receipt is created to
await the arrival of the remaining five boxes. Later, the user realizes that the pens are the
wrong color and wants to return the previously accepted quantity. He opens the new receipt
and rejects all five boxes. This action in no way alters the actual amount received; it does
not net out what had been previously accepted. The user may think that by rejecting five
boxes, he is canceling the five accepted boxes. However, the system is tracking this as: the
user accepted five boxes, which were approved. Five more boxes were delivered, and they
were rejected. A new receipt is generated, waiting for five more boxes.

Noting a Return

Although returns must be performed manually outside of the eMall, a user may make a note
of the return on a receipt in the Comments - Entire Receipt section. Once in the Receiving
Section, perform a search for the order.

Preferences Toggle Tips Toggls Currency

Selmct Eeceint ’
g : Select Order - Search
El fecive ~

| ekt the troe of TROUSEE b Fepatee, arker search crlteria I avalable, and sadrch 1o find reauests that makch your cribaria, T
ﬂ Additioral Info select & recuect, chok the 10

- Hove To Scrmen Ciebails |
u Sunmary |

Crder LD || EPz0aa7Td W advargad  Bngktn Select Order|
B LcrderiD g .

Search Resulis

Ender smarch onitersis shouve

Open the receipt and locate the Comments - Entire Receipt section. Add a comment
regarding the return. You may also add an attachment if you like. If you need additional
information on how to add comments and attachments, refer to the eMall Vol. 1 User Guide.
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Select Exit when you are done.

Comments - Entire Receipt

Comments: |Returning 5 boxes of pens because they were the wrong color |

| Add .C\ttac:hme.ntl | Deletel

When the Confirm Exit screen appears, select the Save this request link to save the
comment you just added.

Preferences Toaggle Tips Toggle Currency

Confirm EXxit

You have asked to exit a request vou are editing. Select an action to take with this request,
How To Screen Details

You are in the process of editing RCZ204732 - Receipt for EP203072, Choose what you would
like to do next.

® Sape this request
. Unﬁ any changes

i e Continue working on this request

® Print a copy of this request

Reopening Orders for Receiving

If you need to receive items or create a change order against an order that is closed for
receiving (i.e., in Received status), it must be reopened. It could be closed because:

All items have been successfully received or over received
The Close Order option was selected on the last receipt

You can reopen the order for receiving to receive additional items or to allow the preparer to
enter a Change Order to increase the quantity ordered. The preparer of the change order
will not be able to reduce the quantity ordered below the quantity received.
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To reopen an order that is closed, follow these steps:

1. Select Receive on the Swoosh or the Purchase Orders link from the left menu.

Preferences Toggle Tips Toggle Currency

~ To Do

Approve Reguests 63 Approve O — L) -R{p_g)eive
watch Requests al ;
~ Status
Composing 23
Subrnitted 2
Approved a7
Denied z wh

Status _O’

~ Create

Welcome to eva
= L

\ >
Requisition i 3 P e

Create O d,;/
= Euxplore
Searches Sdrnind, D333 last visit 3/7/2005 9132 AM, eV A
Catalogs

Folders Return to Portal

~ Report T 1
B iiystem News |

Reports
WELCOME eWd Buyer!
~ Receive

Purchase Orders New eMALL made SIMPLE!

~ Reconcile | Changes have been mads to the emall to streamline your

2. Enter the Order ID to be reopened. (If you do not know the Order ID, go to the Orders
tab for the requisition to locate the Order you want to receive.)

When you first select the Search button on the Select Order — Search screen, you will not
see orders in Received status. You must enter a search term (e.g., the Order ID, Req ID,
or Receipt ID) to see orders in Received status.

Select Order
Select Receipt
E] select Order - Search
Receive
Select the type of request to receive, enter search criteria if available, and search to find requests that match your
additional Info criteria. To select a request, click the ID.
How To Screen Details
Surmmary
- DOoZ00172 W Advanced  Back to Select Order
A |
.
Search Results
Enter search criteria above
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3. After the search is performed, the order is displayed with an informational message
stating that the order is closed. Select the Reopen Order button.

Select Order Direct Order DO200172: User Guide2 l:l
Select Receipt E] select Receipt
Receive

The receipts listed below need your attention. rou can enter receipt details for order and contract items {including
contract milestones), and wiew existing receipt details, Click an ID to work on the associated receipt.

Additional Info How To Screen Details

Surmmary.
B This order is currently closed for receiving.

If yvou need to receive additional items, reopen the order, w

| Receipts - No Approval Needed

A

Receipt ID Order ID Title Date Status

RCZ2005Z6 DOz00172 User GuideZ Wed, 15 Sep, 2004 Approved
RCZO0682 DOZ00172 User Guide? Thu, 16 Sep, 2004 Approved
RCZ00703 DOZ00172 User Guidez Thu, 16 Sep, 2004 Approved
RCE04510 DOZ00172 User GuideZ Mon, 7 Mar, 2005 Submitted

Order ID: DO200172
Version: 1
Title: User Guide2

Supplier: Centreville Agricultural Equipment

4. A new receipt is opened for the order. If the order preparer is going to generate a
Change Order, DO NOT receive additional items or process the receipt. Select the Exit
button and then select Save this request. Once the Change Order is complete, you can
continue receiving on this receipt.

Confirm Exit

Tou have asked to exit a request you are editing. Select an action to take with this request.
How To Screen Details

fou are in the process of editing RC204973 - Receipt for DOZ00172, Choose what you would like to do next,

® Sape this request
. UnEj any changes

» Continue working on this request

q
1 ® Print a copy of this request
5. If there will be no Change Order, you can continue receiving.
select Order Receipt RC204973: DO200172 - User Guide2 [hext = @
Select Receipt E] Receive ltems
Receive a q P a .
e Enter the amount or quantity you are accepting or rejecting, and include the receipt date. Wwhen entering rejection
- details, explain vour reason for rejection in comments, When verifying a milestone, indicate whether or not the
Additional Info milestone is complete. If the milestone will not be completed, explain the reason in comments.
How To Screen Details
SUMmary.
P R e R e e P T P e P PP R L EEP L P EEPEERE P Booept Al <o .
1
5 Line Items - Quantity Fully Received
No. Quantity Description Unit Prev. Accepted Accepted Rejected Date Received
Koskin Expander
101 Attach?, 4in-Sin each 1 il il Today FH
Expand, Black
Curved Arm
z z Incandescent each 2 o o Today =
Lamp, 17in, Black
Tissue Foly Paper
3 1 Pillow Case, carton 1 o o Today i)
21in%30in, Blue
Visine Tears, 28
4 1 sy box 1 i i Taday i
Canference Room
5 1 Cahinet, 4' ta each 1 i i Today =
8'Wxa'H, Walnut
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PREFERENCES

Users may update the following personal information within the eMall:

Delegate your Approval Authority (covered in the eMall Vol. 1 User Guide)
Change your profile

Change your Preferences for currency and locale

Change your email notification preferences

Reset your default preferences

To update your personal information, select Preferences from the Screen Header section.

EeVA

~ To Do
Approve Reguests
wiatch Requests

~ Status
Composing
Submitted

Approved
Crenied
~ Create
Requisition
~ Explore
Searches
Catalogs

Folders

63

2

37

Preferences

Toggle Tips Toggle Currency

_—— 5O0-Recei
Approve (O~ : i
Status O = ? = 'I
= '
<2V, ¥ 0
Mt RS ¥ O Explore
P ETE.T:D-TIE' to eva
x, .\ Ty
Create O

Adrninl, D333 last visit 3/15/2005 11:42 &M, e\VA

Return to Portal

The Personal

Information screen lists the changes that you can make in the eMall.

I -

Personal Information

Review and change your personal password, profile, and preferences, and delegate your approval authority. If you
have the necessary permission, you can also assign users to review your corporate charges, & user profile request
is c:_reated, and its approval is required, when you delegate approval, change your profile, or assign charge
reviewers,

How To Screen Details

What change would you like to make?

e Delegate Approval Authority
¢ Change Your Profile

» Change Your Preferences:

- Change default locale and currency

- Change email notification preferences
- Reset default Preferences

I:;j Changes to your user profile must be approved before the changes take effect. The

eMall assigns UP numbers to these requests so you can check their status in the
Approval Flow.

Version 4
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Modifying your Personal Profile

The Change Personal Profile screen contains basic user information that identifies you to

other system users and vendors. This screen also identifies your Supervisor and the
and Permissions to which you are assigned within the eMall. Rarely would an individ

Roles
ual need

to change their eVA setup defaults. Situations where it might be necessary would be to:

Add or delete assigned eVA groups (roles)
Change the supervisor name (Local government and public body employees must

NOT

change the name of the designated supervisor. A representative of the Department of

General Services is assigned to this role for eVA security purposes.)
Add, change, or delete an expenditure limit or approver
Change the Deliver To name

If you are a state employee, be sure the supervisor change is approved by the Agency eVA

Team Lead prior to submitting your profile change request. An individual other than your
immediate supervisor could have been assigned to you for reasons that may not be readily
apparent.
Step 1: Change Personal Profile
From the Personal Information screen, select Change Your Profile.
Personal Information
Review and change your personal password, profile, and preferences, and delegate yvour approval authority, If you
have the necessary permission, you can also assign users to review your corporate charges. A user profile request is
created, and its approval is required, when you delegate approval, change your profile, or assign charge reviewers,
How To Screen Details
e Delegate Approval Authority
» Change Your ProfiE
» Change vour Prefér&nces:
- Change default locale and currency
- Change email notification preferences
- Reset default Preferences
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The Change Personal Profile screen appears.

UPZOOETY: admar. D37

- p— e=l=}

E AccounkShie
B El change Personal Profile
- L
|
ﬂ Epprmusl Flow Revien and changs the groups: roles, and permessions asmqnad foopau, and your Soocuntng, shipping; and arganization of ermation

Sroupe, rolae; and perTnissians datarming tha data with which pou work the other informatan is veed ae default waluas in many
| Drocessss
B fovier cheroes

4 | Porsomal Profile Informatsos - User Prafils

1. change youw persanal information:
Hsms: Admin, 0333
B | Cema Slisrt - E2E -1
Employaa &0 (B
Emaildddraes : syitani_testdhotmad con
Phaone & T 125120
Bupsrwisorl | na vabosl |

o

Change your groups, roles or permssions:

Groups: avar,
333-Lollar 1 Sppraver,

Field Description
Name Your last name, first name
Agency Your assigned Agency or Local Government number and description

Employee # (Optional) Your employee number

Email The email address used for notifications. If incorrect, refer to the User Preferences Guide for
Address information on how to update this field.
Phone # Your telephone number If incorrect, refer to the User Preferences Guide for information on how

to update this field.

Supervisor The user who must approve any Profile Changes, and to whom requisitions escalate to when your
approvals are overdue.

For local government entities, the Supervisor will NOT be your actual supervisor. For security
reasons, a Department of General Services representative will be listed.

Groups/Roles The Groups that you have been assigned in order to carry out common functions, such as
Buyerlnbox, POPrint, ITApprover.

After you add or change your Personal Profile, you are ready to move on to Step 2 -
Account/Ship. Select Next or the Account/Ship link from the Process Step area to move
on to Step 2 — Account/Ship.
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Step 2: Accounting/Shipping Info

You may add or change Accounting Information and Shipping Details on this screen. Do NOT
change the Buysense Catalog Controller unless specifically instructed by your eVA team
lead.

UPZz00749: Adminl, D333
Personal Info

Account/Ship = 'h
E Accounting/Shipping Info

Justify Changes

Buysensedrg contains default account codes and workflow details, Buysense Catalog Controller indicates to which
catalogs you will have access, and Ship To shows the default address where your items will be sent. On a requisition,

. you can override the default account codes and Ship To address as necessary,

Review Changes How To Screen Details

Approval Flow

¢ 1. Change your accounting information:

BuysenseOrg: D333-B50-3RC
Buysense Catalog Controller: {no value) [ select ]
Delegated Purchase Authority: $500.00USD g
Expenditure Limit: $25,000 DDUQ
,0oa,

Expenditure Limit Exceeded Approver: |D333-Expenditure Limi| [ select ]

2. Change your shipping and delivery information:

Ship Ta: 2 Fairfax Drive Fairfax, VA 22033 United States

Deliver To: |Richrmond Receiving

Field Description

BuysenseOrg The name assigned to the group of business rules and default approval workflow settings
for your requisitions. Other users within the same Department, Unit, or Division may
belong to the same group.

Buysense Catalog Determines the catalogs you can use. (Do not change unless authorized.)

Controller

Delegated Purchase The dollar amount of your Delegated Purchase Authority

Authority

Expenditure Limit The dollar amount of your Expenditure Limit

Expenditure Limit The user who must approve requests that exceed your Expenditure Limit

Exceeded Approver

Ship To The default shipping address for items you order If incorrect, consult your eVA team lead
Deliver To The person to whom ordered items are delivered

Select Next to move to Step 3 — Justify Changes.
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Step 3: Justify Changes
Use this screen to explain the reason for your request.

UPZ00750: Adminl, D333
Personal Info

Account/Ship
E] Justify Changes

Justify Changes

4 | Fl rou may be required to justify your request, If necessary, enter your justification comments below, vou can attach a
Do ; : !
foval Fow supporting document, if desired.

Review Changes How To Screen Details

Comments - Entire User Profile

N

Comments: |Meed to add an approver |

[&dd attachment] [Delete |

After you explain the reason for your request, select Next to move on to Step Four —
Approval Flow.
Step 4: Approval Flow

The Approval Flow screen graphically displays the approvers for this User Profile change
request.

UPZz00750: Adminl, D333
Personal Info

Account/Ship
1 Approval Flow

Justify Changes

approval Flow Rewiew the approvers assigned to review the request. Add and delete appravers as necessary, depending an your
o]} A
permissions.

Review Changes How To Screen Details

Approval Flow - User Profile

Legend: Fending Active approved B Denied [Z] Watcher

upzoovso [-H adrnin, D333 [~ approved

[ D]

N

Your current eVA supervisor (shown in your User Profile) will always be the first approver in
the approval flow. Other approvers may also appear automatically, depending on changes
being requested to the user profile.

Selecting the name in the approver box will provide additional details about the required
approver.

You can also add additional approvers and/or watchers to the approval flow. (See Adding an
Approver.)

Select Next to proceed to the last step, Review Changes.
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Step 5: Review Changes

The Review Changes screen displays all requested changes. Review your changes before
you submit the request.

Select Submit to send your profile changes for approval.

Personal Info
Account/Ship
Justify Changes
Approval Flow

Review Changes

UPZ00750: Adminl, D333

=
E] Review Changes

Review your request and then submit it for approval.
How To Screen Details

_ Change From To
} Supervisor {no value) Admin, D333

Once you submit your changes, the Profile Submitted confirmation screen will appear with
several options. Select the Home link at the top of your screen (not shown here) to return
to the swoosh screen.

Profile Submitted

Your request has been submitted for approval. Use the Status section of the Mavigation Panel to monitor the
request's progress through the approval process,

UP200763 - User Profile Changes for Admin, D333 has been submitted,

® Print a copy of this request
» View the status of your request

N

» Create another profile change request

» Return to the Ariba Buyer Home Page

How To Screen Details

If changes need to be made to your profile that are not accessible by you, contact your eVA
team lead for assistance.

Change Default Locale and Currency

To change the country and primary currency you use for business transactions, select the
Change default locale and currency link from the Personal Information screen.

Personal Information

Review and change your personal password, profile, and preferences, and delegate vour approval autharity, If you

have the necessary permission, you can also assign users to review your corporate charges. A user profile request is

created, and its approval is required, when you delegate approval, change your profile, or assign charge reviewers,
How To Screen Details

What change would you like to make?

e Deleqate Approval Authority
» Change Your Profile

N

» Change Your Preferences:

- Change defe!ult locale and currency

- Change emiJnotification preferences

- Reset default Preferences
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The screen below displays the default settings that are used when you create a request;
however, you can override them temporarily by changing them for a specific request.

Change Default Locale and Currency

Select the country and primary currency to use as defaults in your requests, vou can change the currency for a
specific request, by selecting a different value when you create the request,

How To Screen Details

Locale: | English-United States [v]
4 .
4 Default Currency: _

Email Notifications

An email is sent to you whenever you become the active approver for a request that is in
process. If you are an approver or delegate, you will receive notification when someone:

Submits a request for your approval,
Resubmits a request for your approval, or
Withdraws a request

If no action has been taken on requests within 15 business days where an individual’s name
is in the approval workflow, the request will escalate to that approver’s supervisor eVA
inbox for approval. The supervisor will be responsible for approving or denying the request.
(Requests pending approval from a Role or Group Approver role are never escalated.)

Notifications are also sent when a re quest is:

Escalated to you, or
About to be escalated to your supervisor
Email Notification Preferences

To change email notification preferences, select the link from the Personal Information
screen.

Personal Information

Review and change your personal password, profile, and preferences, and delegate vour approval authority, If you
have the necessary permission, you can also assign users to review your corporate charges, & user profile request
is c_reated, and its approval is required, when you delegate approval, change your profile, or assign charge
reviewers,

How To Screen Details

4 * Delegate Approval Authority
» Change Your Profile
» Change Your Preferences:

- Change default locale and currency

- Change email notification preferences
- Reset default Preferences @
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When you select Change email notification preferences on the Personal Information
screen, the Set email Notification Preferences screen appears.

receive thern.

Set email Notification Preferences

Faor each document type, specify the types of email notification messages to receive, and how often you want to

Default preferences for all document types v

How To Screen Details

4
4
Motification method:

Wwhen my document is approved:

Wwhen my approval is overdue:

Default preferences for all document types:

Wwhen my document is fully approved: send e-mail

When documents are awaiting my approval: | Send once v

Send e-mail immediately v

Send e-rmail

Send once |»

I
The following table describes the options that you can set for each document type.
Option Values Comments
Document Types Default preferences for Use the Default preferences... type to set preferences for

all document types

requisitions.

User Profile Update

Use the User Profile Update option to set preferences for your
requests to update your user profile.

Receipt

Select the Reciept option to set e-mail notification for
Receiving

Receipt Tracker

Receipt and Receipt tracker are not used in eVA.

Notification method Send email summary
Send email immediately

Choose to be notified for each approval as it becomes active,
or to receive a single notification for all approvals that became
active that day.

When my document is  Yes (checked) or No
approved

You can choose to be notified when each approver approves
your request.

When my document is  Yes (checked) or No
fully approved

You can choose to be notified when your request is fully
approved.

When documents are Send once
awaiting my approval  Send repeatedly

You can choose to be notified once, repeatedly (at intervals set
by the eMall), or never.

Send never
When my approval is Send once
overdue Send repeatedly

Send never

You can choose to be notified once, repeatedly (at intervals set
by the eMall), or never.

Once you have made all of the necessary changes, select OK.
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Reset Default Preferences

The system has various defaults or settings for your eMall screens, often based on your
selection when using the eMall. To see a list of the various defaults, refer to the NEXT
screen after you select the Reset default Preferences link from the below Personal
Information screen.

Personal Information

Review and change your personal password, profile, and preferences, and delegate vour approval authority, If vou
have the necessary permission, you can also assign users to review your corporate charges, & user profile request
is created, and its approval is required, when you delegate approval, change vour profile, or assign charge
reviewers,

How To Screen Details

What change would you like to make?

* Delegate Approval Authority

Il

» Change Your Profile
» Change Your Preferences:

- Change default locale and currency

- Change email notification preferences

o REset default Preferences

When the Reset Default Preferences screen appears, shown below, you may select the
Reset button at the bottom of the screen to reset ALL system default preferences or you
may select or deselect the applicable checkboxes for each preference that you wish to
enable or disable.
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Reset Default Preferences

Set individual preferences, or reset all preferences to their default settings at ane time.

Reset default preferences in Ariba Buyer:

How To Screen Details

Preference

Display the warning message if the source of truth is external system.

W

Enable Multiselect Catalog

Expand Mavigation Panel: Reconcile

Expand Mavigation Panel: Analysis

Expand Mavigation Panel: Expense

Show Cart

Expand Ariba Folders

Ask me for confirmation before deleting a request
Expand Approve

Expand line by line

Expand Mavigation Panel: Explore

Show the active delegation of authority page
Expand Shipping

Use My Dashboard as the Home Page

Expand Mobile Install

ask before moving requests to selected folders
Display User Currency

Hide catalog item details

Show additional information before going to the receiving summary page
Expand Mavigation Panel: Detail Status

Expand Mavigation Panel: Status

Show Mavigation Panel

Expand Mabile Uplaad

Show the reconciliation done page

Show confirmation page before editing a request
Expand Item Details

Expand Comments

Expand Mavigation Panel: Report

Show the receiving done page

Confirm partition change

Expand User Faolders

Expand Mavigation Panel: Create

Show Inline Tips

Show all confirration pages

Ask me for confirmation before deleting a folder
Expand To Do

Expand Mavigation Panel: Workforce

Show the confirmation page when assigning PCard charges
Display the message if the new object has been created successfully.

Aslk before creating & requisition

Setting

O EEEEEEEEEEEEEEOEOEEEEE R EEEEEEEO0OREOEEEE @ @O
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Explore

The eMall Explore feature is useful for organizing your requests into file folders as well as for
searching the database to find specific requests. This section includes a general overview of
the Explore features as well as information about:

Searches
Catalogs
Folders

When you select Explore in the left menu of the Swoosh screen, the below screen displays.

You can select Searches, Catalogs, or Folders.

Explore

Create and run searches and report gueries, or browse catalogs and folders,
How To Screen Details

* Searches

* Catalogs
4 * Folders

Searches

Creating a Search

When you create a search, you can save the search criteria for future use. This function is
useful for searches you perform often.

Select the Create a New Search to get to the Create Search screen.
Enter a name in Search Name that will help you identify the search later.

Select a Category for the search from the drop-down list that shows the available
documents (Requisitions, Receipts, Purchase Orders, etc.).

Select filters to narrow your search.

 Eplero Edit Search
Searches o
Change the search criteria or narme, and then run the search.
Lsfisllose How To Screen Details
Folders
Search Mame: Cwer $50K
Category: Requisition [v]
5 Filter Name ¥Yalue
4 Commodity Code {any (select a value) [ select ]
line iterm):
Created On Behalf Of: Adrinl, D333 [ select ]
Date Created: This week [w| From: Sun, 27 Mar, 2005 To: Sat, 2 Apr, 2005
Status: Mo Choice [v]
Supplier {any line item): {select a value) [ select ]
Total Cost: 450,000.000| To: E

W Add/Remove Search Filters

A list of requests meeting your criteria is returned at the Review Search Results screen.
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= Explore Review Search Results
Searches . . . = .
The search has returned these iterns. To view more items, select a specific page from the pull-dawn list or
Catalogs click an arrow to display the previous or next page. You can copy or delete items, and save or refine the
search,
Folders

How To Screen Details

Search Name: Cver $50K

Search Category: Requisition

1| |l

Search Filters: Created On Behalf Of = Adminl, D333, Date Created = This Week ( between Sun, 27 Mar,
2005 and Sat, 2 Apr, 2005 3, Total Cost == $50,000,00000U5D

[save search| [Refine Search]

Iterns that meet your search criteria: 7

[ TIype Date Created Status Title ID Total
Tue, 29 Mar, 2005 ©rdered jason test 3 ©O0:QOO0002%2 AWD110 $35,000,000,00000050
Wed, 30 Mar, 2005 Corposing jasontest3 0Q0:QQ000292 AWD111 $30,000,000.00000USD
Wed, 30 Mar, 2005 Cormposing jasontestS 0Q0:QQ000299 AWD113  $6,000,000.00000USD
Wed, 30 Mar, 2005 Ordered jason test 5 Q000000299 AWD11d  $6,000,000,0000005D
wWwed, 30 Mar, 2005 Composing close date DOQO000303 AwD11s  $2,000,000.00000USD
Wed, 30 Mar, 2005 Composing G238 93 50 oono030s aWD1ls  $1,000,000.00000USD

prob

Today, 11:36 &M Submitted  Jason testd4 PRZ0F07E-Y2 $907,500,00000US0

The eMall is configured to return up to 2,000 records in a single search. If your search
retrieves 2,000 records, you probably missed other qualifying records because of this limit.
Use the Refine Search button to select other search criteria to narrow the view.

ADD/REMOVE SEARCH FILTERS

To change filters to be used for a search. select the Add/Remove Search Filters link from
the Create Search page.

Toggle Tips Togyle Currency
~ Explore Create Search
Smarchas ;
Specrty a search name, categary, and critena. Of & fiker s sssocated with etz infarmetion, the search retrieves svery
Cstalogs decumerk whare any line kam matches the spacifiad value
Eollers Hois To - Serean Dataiks

Search Mama! | Over §508 this waak

g Catagoey: Brequisition w|

© Filtar Mame Valus
;f:nr_l;u::':'murrr Code [any Ime {=nlnct 5 vakun] [ sslnct ]
Crasted O Bahal Of: (sglect 3 wakie) [ zalace ]
Diate Created: Mo Choice :-'_i
Stabas: No Choice {Ij
supplier fany e ib=ms teplect & vabis) [ zelect ]
Tatal Coosk: Toi F
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The Select Filters screen displays a list of fields that can be used as search criteria. Use the
checkboxes to select and deselect filters for your search; then select OK to return to the
Create Search screen.

@A > ez @

Preforencas Toggle Tips Toqgle Cisre ey

Select Filters

Salact FIMars 0 Use in e saarch, £o limit and fodis the search fasuis

add approver 1o approval o

Bpprcead By [ Hesd-by Cuate sy line item)

[ Hon-Catalog lam (any line item]
O arder o [ar line i)

[7] Fre-Ercumbrance Humk=er

[ preparer

O Frica [any ling #arm]

[ requisitian 10

[[] mequisitian Trle

[ stahs

[ Suoplier (any ine item)

1 rots cost

OF&E

Commodity Sode (any line fbam]
Crested On Dehalf 0f

Date dppraved

Date Craatad

Distn Ordersd

Date Rerzived

Date Submitted

Delay Purthaca Untdl

Descriphon (sny lins jhem )
Encurnbrance Number

1[5 [

OOEL

AmEE

|'_! L

The search filters that you selected appear on the Create Search screen, and you can select
values for some or all of the filters. When you have set all desired criteria, select the
Search button to run the search.

Preferences Tagale Tips Togqle Currency

= Explare Create Search

Emarchaa :

Specfy o seasrch name, cat=gory, and crit2sa, IF & filttker iz gssooated sith line dem icformabon, the search retneves svery
Csmlogs dacument whers any ling item matches the specfied valus,
Falders How Tor Sersan Datails

Search Name: | Ordered this mesk

,| Tategory: Requisition _1_-'Ji
L]
- Eilter Mame ¥alue
AdH approver b spproval [ewheek & value) [ salact ]
Fiok; ¢ [ Eelact
Approwed By [melont & valusy [ zoleat ]
Created On Behaf of: [selent s valus) [ zeloct]
Drabe Craatad; [This Wank  Jw] Froms Bun, &4 Apr, 2005 Toi  Sak, 30 Apr, 2005
Stabus: |\EEER T ]

W add Bemay e Search FItErs

Saving a Search

When you create a search that you perform often, you can save the search criteria for
future use.

From the Review Search Results screen, select Save Search.

At the Save Search screen, enter a name for your search. Verify the details of the search
filters. Then Select OK to save the search.
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Save Search

Save the search to use again at a later time, If you have the required permission, you can save the search
as a system search for use by all users,
How To Screen Details

Search Name: Over $50K This week

Search Category: Requisition

I | ]

Created On Behalf Of = Adminl, D333, Date Created = This Wweelk { between Sun, 27 Mar,

Zearch Filters: 2005 and Sat, 2 Apr, 2005 3, Total Cost >= $50,000.00000U5D

The actual search results are not saved, so your future search may include different items
than your current search because of changes such as vendor catalogs updates, etc.)
Using a Saved Search

When you select Saved Searches, you can view all of your saved searches. It also gives
you the option to create a new search. These searches find information on requests that
you have access to (e.g. requisitions, orders, user profile changes).

To run a saved search, select the Search Name link.

= Explore Searches
Searches . i
Run or delete a search that you have saved. Click a search name to edit the search,
Caicllage How To Screen Details
Folders

Create a Mew Search

[T Search Name
Under $5k

Sk to $50K

I

Owver $50F This wesk

Edit any criteria as desired and then select the Search button.

~ Explore Edit Search
Searches o
Zhange the search criteria or name, and then run the search.
Laicllags How To Screen Details
Folders
Search Mame: $5K to $50K
Category: |Requisiti0n [v]
: Filter Name ¥Yalue
" (_:om_modlty Code (any (select a walue) [ select]
= line itermn):
Created On Behalf Of: Adminl, 0333 [ select ]
Date Created: Mo Choice v
Status: [ No Choice [w]
Supplier (any line itern): (select a value) [ select ]
Total Cost: $5,000.0000) To: |$50,000.000 =|

W Add/Remove Search Filters
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Exploring Catalogs
The eMall allows you to research catalogs without creating a requisition.

These online catalogs include items on contract as well as items provided voluntarily by

vendors who have registered to do business with eVA.

Online catalogs may be accessed two ways from the Swoosh screen:

Select the Explore button on the Swoosh screen and then select the Catalogs link.
Select the Catalogs link in the Explore section of the left menu.

Preferences Toggle Tips Togagle Currency

VA

~ To Do

Approve Regquests &9 Approve ()
Watch Reguests ] <2

Cverdue Receipt

=== ~ 10— Receive

~ Status
Composing a0
Submitted ik

Status (O

Approved 109
Cenied g5
~ Create

Reguisition Create O

Company eFarm Adrmin, D333 last visit 3/7/2005 2:55 PM, eVa
~ Explore

Searches Return to Portal

Catalogs
Folders

System News

The Explore Catalog screen offers three methods to locate catalog items you wish to
purchase.

Tab How you might use it
Catalog Find and explore catalog items and to start a request
Favorites Retrieve items you have previously saved as favorites, such as items that you

purchase often. Favorites are stored in Personal Folders.

Saved Searches Retrieve and explore information from searches you have previously saved.

The Explore Catalog feature functions the same way as described in the section on Creating

a Requisition.

After researching catalog items, you may run a previously saved search.
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EXPLORING FOLDERS

When you select the Folders link on the Explore screen, the Explore Folders screen opens.

There are standard Ariba folders (e.g., Status Item, Approve Items, etc.) and personal
folders.

Folders enable you to organize your requests in any order that you choose. Folders,
however, are not available in alphabetical sequence.

To view items in a folder, select the folder title.
To add a new folder, select the New Folder button

R R oD |

Preferances Tognke Tios Tenqls Currency

b arbs Folders Explore Folders

¥ Persanal Folders Lisp Folders to proanee and manage requests. Tou can ues standend falders or aveste paur own folders, Clidk a personal folder's radio
button io rensme, move, or deleis the foldar.

How T Screan Details

Arika Folders

B Stab e 0 sad-foizarie] 220 folder Xemix)
: B approee Jterms 0 sod-fidaris] 503 fider temin)
B ool Tam: 0 sud-deddnrn] 4 foddar dwonn)
B archive jtemnc 0 sub-oddare] 398 fodder Bams)
B Wtk [iems 0 Fus-foddrfe] o fodder Ao

Fersonsl Felders

O B Offce Supples 8 sub-falderiz) A fodder Kom(c)
T B0 Dffice Foyinment @ subedoider[E) O fodder emis]

[Funarm Foldur | [Mcvs Foldar] [ Dk Falder]|

When the Create New Folder screen appears, enter a name in the New folder name: textbox
and select OK.

S are &

Preferences Toggle Tips Toggle Currency

Create New Folder

Enter a name for the new folder, and indicate where it belongs in relation to existing folders,
Tou can create a folder inside another folder; but try to limit these nested folders to a few
lewels, or it can be difficult to locate requests.

How To Screen Details

Mew folder name: |Custodial Equipment

_ Parent folder:
1
: ® 29l Folders

) 234 office Supplies

) 29 Office Equipment

o Jez=
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The new folder appears in the Personal Folders section. To rename, move, or delete a
folder, first select the radio button next to the desired folder then select the appropriate
button.

=S s
Preferences Togagle Tips Togale Currency
[> Ariba Folders E}(plﬂ're Folders
[ Personal Folders Use folders to arganize and manage requests, You can use standard folders or create your
own folders, Click a personal folder's radio button to rename, move, or delete the folder,
How To Screen Details
Ariba Folders
Il B status Items o sub-folder(s) 281 falder tem(s)
:. = fpprove Items O seb-folderis] 103 folder ftern(s)
T B9 peconcile Items 0 seb-folder(s) Q folder itermn(s)
B8 Archive Iterns 0 sub-folder(s) 236 folder itern(s)
B yystch Ttems O sub-folder(s) a folder itermn(s)
| Personal Folders
() B8 Office Supplies Q sub-foldsr(s) O folder em(s)
O B office Equipment @ sub-folderis) O folder itemn(s)
9 custodial Equiprmnent @ sob-folder(s) Q folder iterm(s)
e |Rename Folderl |Mcw'e Fu:ulderl | Delete Folderl
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OPERATIONAL REPORTING

Overview

Operational Reporting for the eMall allows users to generate simple reports from eMall
requisitions, orders, and receipts in real time. Reports from the Data Warehouse are based
on operations through the previous day.

The eMall guides you through the process of selecting a report and report filters, viewing
your report, and saving your report logic for future use.

Reports are currently configured to retrieve a maximum of 1,500 rows of data per query. If
you have any problems or questions with this limitation, contact your eVA Coordinator.

Generating a Report
To create and run a report, select the Reports link.

~ To Do
Approve Reguests 89 Approve () == 10— Receive
Watch Requests a ==

Cwerdue Receipt

~ Status
Composing g0
Subrnitted 1

Approved 109
Cenied g

Status _O

() Explore

* Create

St

Requisition Create O

Company eForm Admin, D333 last visit 3/7/2005 2:55 PM. eW'n
< Explore

3 h

e Return to Portal

Catalogs ) )

Feldaes ;_Sgr_stem News

WELCOME eWh Buyer!
¥ Report

REEDES Mew eMALL made SIMPLE!
¥ Recelve

Changes have been made to the emall to streamline your
Purchase Orders eWd ardering process! Click here to learn what's different
and new and how it will help Yol

Step 1: Select Category

Operational reports are organized into groups called report categories. These report
categories divide reports into logical groups for easy access and use.

Depending on the roles assigned to you, you may or may not see the following categories:

Requisition

Orders

Receiving

Global Catalog

Global Order

Return on Investment (ROI)
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The typical user may be limited to seeing Requisitions from their BSO and/or agency. Other
users may be assigned to a global reporting role that allows access to other report
categories and transactions from other agencies.

Select Category Ne =

Select Report E] selectReport category

Run Repaort
Select a report category . The category determines the types of reports you can run,

How To Screen Details

() Global Orders
o () orders

() Receiving

(%) Requisition

O ROI

Return to your Saved Report Queries

If you have access to more than one report, select a report category, then select Next to go
to Step 2 - Select Report Category.

Step 2: Select Report Screen
Within a report category there may be several reports available. Just as with report
categories, access to reports may be limited by your group or role.

In the example below, the user has access to six different type of reports within the
Requisition category, as selected in Step 1.

Select Category

Select Report E Select Report

Fun Report
Select a report, If you don't see the report you need, return to the previous screen and select a different category.

How To Screen Details

(® Commodity Details
4 Shows every line item included on the selected requisitions, sorted by line itemn.

() Caost Center Details
Provides a breakdown of orders from a particular Cost Center,

(O Requisition Detail
Summarizes a group of requisitions, showing both header and line item information.,

(O Requisitions to be Approved
Lists requisitions that are either waiting for approval or that have been explicitly denied.

() Requisition Summary
Summary of requisitions submitted during some particular period.

() Supplier Details
Shows the suppliers you've been using and the types of cormmodities you've been ordering from each,

To choose a particular report for requisition data, select a radio button for the report you
want, then select Next.
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Step 3: Run Report

The Run Report screen allows you to choose the specific data you desire for your report.

Use the drop-down lists or select links to set your filter values.

Select Category

Select Report E Run Report
Fun Repaort

will include all values,

Report Format: | HTML Y\

HTML
Filter Name [gyce|

CEY

Client Mame:

Commodity Code:
Status:
Date Subritted:

on Behalf Of:

[create chart (HTML only)

Report Category: Requisition

4 Report Title: Cormmoadity Details

¥Yalue

Virginia Information Technology Agency

Specify the report format and the filkers to use to limit report results, If you don't specify a filker value, the report

- EZE [ select]

(select a value) [ select]
Subrnitted v
Mo Choice v

Admin, 4136 [ select ]

Save Report Query as: |Date Submitted - 1 Apr 2005

How To Screen Details

In addition to selecting the filter values, you may also choose between three report formats:

HTML, CSV, or Excel.

HTML format allows you to review and print data and graphics on your browser window.
You can also save the HTML to a file for later viewing.
CSV format exports the data as a Comma Separated Value file that can be opened by a
spreadsheet application such as Microsoft Excel. (The CSV file will not contain any
graphics that may be included in the HTML version.) See Important information in Report

Formats section below.

The Excel format exports data to a Microsoft Excel spreadsheet in a separate browser
window. You can sort, format, and perform other Excel operations on the data. Use the
browser to save the report data to a disk as an Excel workbook file (.xIs), HTML file, or
other available file types. This option only appears if your company has enabled it.

Report Formats

You can view reports online by selecting the HTML format, or you can open the data into a
Excel or CSV spreadsheet allowing you to download the information.

VIEWING IN HTML FORMAT

If you selected HTML as your report format, another browser window will open with your

report.
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VIEWING IN CSV FORMAT

There are certain browser settings that must be set in order to view CSV. Follow these
instructions to set the browser:

Select Tools

Select Internet Options

Select Advanced tab

Scroll down to the Security section and uncheck the Do not save encrypted page to
disk

Select Apply.

After selecting your format, choose your report filters.

Report Filters

Each report has its own set of filters. Only available filters will display at the Run Report
screen.

The following filters are available on one or more reports:

Filter Name Explanation

Ad Hoc Include only ad hoc (non-catalog) line items by selecting Yes.
Client Name Include only items from the selected agency.

Commodity Code Add the commodity at the Requisition line item level in the report.

Common Commodity Add the eight-character UNSPSC commodity code in the report. (See the eVA Home Page
Code for a listing of codes.)

Cost Center Include appropriate Cost Centers to your report.

Date Select items ordered over a period, such as This Week, Last Quarter, and Last Year. You
can also specify the actual date range by choosing Custom from the value choices.

Due-On-Date Select items that were due over a period, such as This Week, Last Quarter and Last Year.
You can also specify the actual date range by choosing Custom from the value choices.

On Behalf Of Run a report on one or more requester names. A supervisor or an administrator can run a
report on behalf of someone else.

Ordered Date Select requisitions ordered over a period, such as This Week, Last Quarter, and Last Year.
You can also specify the actual date range by choosing Custom from the value choices.

Status Include the status of your requisitions such as ordered, submitted and received.

Date Submitted Select requisitions submitted over a period such as This Week, Last Quarter and Last
Year. You can also specify the actual date range by choosing Custom from the value
choices.

Supplier/Supplier Include the appropriate vendor name in your report.

Name

Transaction Date Select requisitions submitted over a period such as This Week, Last Quarter, and Last
Year. You can also specify the actual date range by choosing Custom from the value
choices.

Type Include the type of expense, such as airfare, breakfast, conference, etc.

Each report contains the following information:

Report Title
Filters (Selection Logic)
Date Stamp
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Each HTML report has its own pre-set layout. Some reports can be re-displayed in different
formats, depending on the field chosen as the Detail level field. You can change the display
by selecting a different field as the Report Detail Level.

Select Category

Select Report

E] RunReport

Fun Repaort

will include all walues,

Il

Report Title: Cormmodity Details
Report Category: Requisition

Report Farmat:

Filter Name

Client Name:

Yalue

Specify the report format and the filters to use to limit report results, If you don't specify a filter value, the report

How To Screen Detai

Wirginia Information Technology Agency - EZE [ select ]

Cornmodity Code:
Status:

Date Submitted:

[Ocreate Chart (HTML only}

Save Report Query as:

(select a value) [ select]
(Received [v]
Last Week

On Behalf Of: Admin, 8136 [ select ]

From: Sun, 20 Mar, 2005 To: Sat, 26 Mar, 2005

Received Last Wweek (04/01/05)

Is

Select Run to run the report.

The following illustrates an HTML report. You can view specific details by choosing various

options, as circled:

20 Mar, 2005 and Sat, 26 Mar, 2005 ), On Behalf Of = Admin, A136

Description;  Shows every ling tem included on the selected requistions, sorted by line tem.

Commodity Details

Report Fiter:  Client Hame = Virginia Information Technolegy Agency - E2E, Status = Received, Date Submitted = Last Week ( between Sun,

Rurn: 1 &pr 2005

~
|

\Change Report Detail Level: [« Commudity | [V Requisition No. | [v Extended Price |
‘ C dity: Baking Iii Food glazes $500.00000USD

[ Requisition Na.: PRZO7O0T

$500.00000USD

Description oty uom Unit Price Extended Price
TEST 679 1 each $500.00000U5D $500.00000USD
Commodity: Crowd control equipment, Barricades $307.17000USD
| Requisition No.: PR207048 $307.17000USD
Description Oty uoM Unit Price Extended Price
Adjustable Tape Crawd i box $307.17000USD $307.17000USD
Control Stancions, 40inH,
Black Posts

Commodity: Drugs affecting the gastrointestinal system, Antacids

$227.50000USD

[ Requisition Na.; PR208977

$227.50000U5D

Description Qty uom Unit Price Entended Price
Rolaids Reqular Tablets, 150 50 balt $4.55000U5D $227.50000UsD
Tablets
Grand total $1,034.67000USD
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To save HTML report data, use your web browser to save the report to a file as an HTML.

From the browser, select File > Save As.

When the Save Web Page dialogue box appears, give your file a name and then select

Save.

Save Web Page

Save in: |I.;f}‘v"iadnr i_l & | ? 2 [ihl=

My Recent
Documents

@

Deszktop

L’ _

My Documents

My Computer

File name: Commodity Detaild |

m

by Metwork Save as tupe: i'w'el:u Page, complete [* htm;* ktml] [1}

Save
ancel

E ncoding: I Weskern European (130 [V]

If you choose CSV for your report format, the eMall will prepare a comma-delimited file of
your report results that can be viewed as a text file or in a spreadsheet.

Your browser may offer you the option to Open the file or Save it, or it may automatically

open the file in your computer’s spreadsheet application (e.g., Microsoft Excel).

Below is a sample report opened in Excel:
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2 | https: /fbuys-www-1 3. buysense.com/Buyer/report/28G4V.I9GXF 8 3/repo... D@ﬁm
By

File Edit Wiew Insert  Format  Tools Data  GoTo  Favorites  Help "

it - - n a
4 = 1 | b, ) 'z i i £
@ Back > | x| & T Search °  Favarites .g\ Media € %

| g = 1 -
Address | @] https:ffbuys-win-13 buysense com/Buyer/report {2664y J9GHFE3 repart. ¥ | Go | Links *

>

Q search v|EnterSBarch ﬂ Pao (8 Snaglt
J14 - T
A | B | o [ ©6 [ E [ @*® [ & [ # =
1 |Commodit: Requisition Description Oty IOk Unit Price Extended Price :
2 |Bath and £ PRZ0097E isine Tea 1 box $3.48000U $5. 45000050
3 |Bath and £ FRZ0097E Lubriderm | 1 each $10.92000 $10.92000U5D
4

You can then use the Save As... command to save the report to a file. Or you may
configure your browser to prompt you to save the file without automatically opening it in a
spreadsheet.

CSV files can also be viewed as text files, using a text viewer (e.g., Notepad) or word
processor (e.g., Microsoft Word).

VIEWING IN EXCEL FORMAT
While the CSV format option will export data as a simple text file that can be opened by any
spreadsheet application, the Excel option exports data specifically as a Microsoft Excel file.

When you run the report, the File Download screen will appear and ask whether you want to
Open or Save the report. If you do not wish to save the report before viewing it, select
Open to view it and you save the report from the main menu of the browser.

C
|

] Some filez can harm pour computer. [F the file information below
H:{) looks sugpicious, ar you do ot fully rust the zource, do not open ar
zave this file.
File name: repart,xls
File tupe:  Microsaft Excel Wiorksheet

From: buys-wnn- 13, buvsense. com

Wiould you like to open the file or zave it to your computer?

[ Open ] l SEP [ Cancel ] [ tare [nfo

Always azk before opening thiz bupe of file

Here is a sample report that has been opened after it has been saved as an Excel format:
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IL5] icresoft Excet - report. xls ok
{ZE) pe pab wem jeett fpes Took [eks Wi peo camuetanfwhep  » o @ x
AR (=B AN SRR TR L Y Fl 10 B L TN WS S e '
Al * & Commodiy Details
] A I B I [ [0l E 0 ] [
1 |Cammesdny Liskails 1 e
Cliert Mame = Wirgria Information
Tachnokgy Agency - E2E, Stalua=
Feceisd , Date Submitted = Last VWeek
betwaen Sun , 20 MWar, 2005 and Sal, 56
X \Fopon Fiker tdar, 2006 |, On Behall 0F = Admin , 4136
Shirws ewary line Lem Inclded on the
1 |Dascrpiorn: sakected raquisiians, soted by line ik
4 Run 1-2pr05 -
]
Bl Cammadity = Requisitien Ko, =] Desaription [=0 =] =] Umit Pai = | Cumrmen[=]
7 |\Baking supplies, Food glatas PRAOMOT TEST 673 | gach | RSOOOOJLED
Adjustable Tape Crmwd Conirod Stancians,
| B \Crowd condrol egaprment, Bamcades PR2074E AJirH, Black Pogts 1 boa F T ILED
Drugs affecting the gasimimestinal systam,
0 Eniacide PR0ETT Folaids Reguiar Tshleie, 160 Tablels 9] bok M ELLIED
10 Grawl noral
1
|
Ecil i =
4 s W ]epnet 1e ' 2l
Rawd MM

Save Report Query

Select Category

Select Report B Run Report
Fun Report

Specify the report format and the filters to use to limit report results, If you don't specify a filter value, the report
will include all values,

How To Screen Details

Il

Report Title: Commodity Details

Report Category: Requisition

Report Format:

Filter Name Yalue

Client Nare: Wirginia Information Technology Agency - EZE [ select ]

Commodity Code: (select a value) [ select]

Status:

Date Submitted: [Lastweek [v|  From: Sun, 20 Mar, 2005 To: Sat, 26 Mar, 2005
On Behalf Of: Adrin, 4136 [ select ]

[ create Chart (HTML only)

Save Report Query as:

While creating a report, you can save the report filter logic for future use. Saving reports
allows you to:

Use the same reporting logic another time
View the same report with the most current data

To save a report from the Run Report screen, type a name for the report in the Save
Report Query as field and select the Save button. A default report name will appear
automatically when you first enter the Run Report screen, but you may change the name of
the report.

Once a report is saved, you can select it again at the Select Report screen.

Version 4 eMall Vol. 2 User Guide (26-0013) Page 70
Contents subject to the copyright, use and distribution clause on cover page. 7/06/2006



eMall Vol. 2
OPERATIONAL REPORTING

Using Saved Reports

To access a saved report, select the Reports link from the left menu.

~ To Do
Approve Regquests g9
Wi atch Regquests 0

Owerdue Receipt

~ Status
Composing 20
Submitted 1

Approved 109
Denied 5
~ Create
Reguisition
Cormpany eForm
~ Explore
Searches

Catalogs

Folders

~ Report
RBQDES
~ Recelve

FPurchase Orders

Status O

Ereal;;e el v g/

. = R i
Appruv_e O 0O _gt_:ewe

<
=0

i 4 ?:

Welcon I'|(' 10 v

) Explore

Adrmin, D333 last visit 3/7/2005 2:55 PM. eVa

Return to Portal

| System News

WELZOME eia Buyer!
MNew eMALL made SIMPLE!

Changes have been made to the emall to streamline your
e ordering process! Click here to learn what's different
and new and how it will help vOUL

Selecting a Saved Report
If you have saved reports, you will see a list of them when you select the Reports link from

the left menu.

[T saved Report Query

Saved Reports

Run, copy, or delete a saved report query, or create a new report query,

How To Screen Details

Cateqory Action
Commodity Details - 12 Oct 2004 Requisition Euw
Requisition Detail - 12 ot 2004 Requisitian

|| e | (]

Commodity Details - 23 Mar 2005

m
o
=

Requisition

[copy] [Delete] | | Mew Repor‘tl

From the Saved Reports screen you can run, edit, or delete your saved reports, or create a

new report.

To edit the logic of a saved report, select the Edit button for the saved report, or simply

select the Report Name.
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Editing a Saved Report

This screen allows you to change any of the filters and options that you defined originally for

the report.

Edit Report

Change the report format or filter values, and then run or save the report query.

Saved Mame: |Commodity Details - 12 Oct 2004

Report Title: Commaodity Details

I &

Report Format:

Create Chart (HTML only)

Report Description:  Shows every line item included on the selected requisitions, sorted by line itemn.

Filter Name Yalue

Client Name: Wirginia Inforrmation Technology Agency - EZE [ select ]
Commodity Code: (select a walue) [ select ]

Status:

Date Submitted: From: Today To: Today, 11:59 PM
on Behalf Of: admin, A136 [ select ]

How To Screen Details

Once you have completed editing the report criteria, you may choose to run the new report

or save it for later use.

In some cases, you may want to copy or delete a previously saved report. You can copy or

delete saved reports from the Saved Reports screen.

Copy/Delete a Saved Report

From the Saved Reports Screen you may copy or delete any saved reports. Select the
checkboxes to the left of the reports that you would like to copy or delete, then select the

desired action.

Saved Reports

Run, copy, or delete a saved report query, or create a new report query,

How To Screen Details

O Saved Report Query Cateqory Action
Commodity Details - 12 Oct 2004 Requisition Edit
; Requisition Detail - 12 Oct 2004 Requisition
: Comrmodity Details - 23 Mar 2005 Requisition Run
A
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GETTING ANSWERS TO YOUR
QUESTIONS

Getting Answers to Your Questions

The eMall provides you with two help options to answer questions that you may encounter
while working in the system.

Online Help

On any given screen within the eMall, you can select Help in the Screen Header. This
displays help information in a new browser page about the particular screen that you are
currently using. Below is an example of selecting Help on the Swoosh screen.

e '.y.' ’::

Preferences igale 1% Tapgke CirrEmey

Angrgve Begussts 170 hpprove [

Sompasng 87
Subrmited 29

dnorgead Ll

Statws 3

et aait EERE Creale 1

= Explors wdmniy, A136 lask visit /172006 5137 AH. oWl

catabas

Aystem res
WELGONE 2l Buyer!

kg EMALL et SIMPLE )

Purchesn Srdsr ;

: changas have besn mads o the amsll to streamline vour
eldd ordening process! Chek here to learn mhat's differert

¥ Wocongie and nawe and hove it will halp Fou!

bt e mv g bk ol sk - e -1 - mmall-
ke bt

The Help screen below provides you with screen-specific help based on where you were in
the eMall when you selected Help.
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To perform a search, select the Search link located on the upper right hand side.

Ariba Buyer Online Help

Corterts | Index | Sen:;c:h

Tips

About the Home page =

“'ou can access the Home page from any
zcreen by clicking Home in the Command
bar. If vou set the preference to make your
dashboard (when enabled with the
Dazhboardauthorized permizsion) your
Home page, then your dashboard iz
dizplayed when you click Home. Inthiz
caze, click Home in your dashboard's
Mavigation Panel to display the Home page.

Linkz in the Mavigation Panel flash st 5 set
interval to alert yau when you have pending
taskz. For example, if vou receive requests
that reguire your approval, the Approve
Reqguests link flashes far several seconds,
and will continue to flash at intervals.

Showw me screen details.

Related topics

Welcome to Ariba Buyer

About navigating in Arika Buyer

About the anline hel

Click Help on your dashboard (if enabled)
for related topics about the dashboard.

The Home page provides guick navigation to key tazks and request status, using
the links in the Navigation Panel and the central "swoozh" or image, and the
buttons inthe Command bar. The current partition iz idertified on the Home page.

From the Hame page you can create and work with requests and documents, and
manitar their status; explore catalogs and folders; and run searches and report=s.
“ou can alzo read system news and other information posted on the Home page
by your Ariba Buyer system administrator.

If you logged in as an Aviba Buyer system administrator, click Administrator in
the Explare section of the MNavigation Panel to go to Ariba Buyer Administratar, vou
can edit objects only in the partition you specified when yvou logged in; you have
read-only access to objects in other partitionz. You can also access integration
events, scheduled tasks, and rules in all partitions. To learn more about using
Ariba Buyer Administrator, see the Arika Buyer Administrator online hels.

Copyright 1996 - 2003 Ariba, Inc. Legal natices.

Type words or phrases in the Search field; then, select Search to search for documents that

contain the words or phrases.

Ariba Buyer Online Help

Contert= | Index

Search Result

help topics

U

Type & =earch term and then click the Search button. Far example, type
requisition and then click Search or hit Enter.

Tips: The zearch term can be one or mare wards, ar a phraze (zurrounded by double quates). If you type multiple words, the
results include topics that contain any of the words. Use an asterisk to match any form of the search term. More search tins ..

Mo results found.

Copyright & 1395 — 2003 Ariba, Inc. Legal notices.
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Once the results appear, you may get more detail by selecting the topic link to each result.

Ariba Buyer Online Help
Cuntents|%_

Search Result
help topics Type 5 search term and then click the Zearch button. Far example, type
requisition and then click Search ar hit Enter.
earc

Tips: The zearch term can be one ar mare wards, ar & phraze (surrounded by double quates). If yau type multtiple wards, the
results include topics that contain any of the words. Use an asterisk to match any form of the search term. More search tips .

Zearching for help topics found 50 matchies}), listed by relevance:

1.  Helpis unavailable
Help iz unavailable Use the help search to find topics that cortain keywords about the subject you are interested in.
The help tapic far this screen is cur...

2. Zearch online help
Search online help & search term can be a word or a phrase (multiple words surrounded with double-guotes). Searches
are not case senstive. Search results are listed from...

3. About the onling hel
About the online help If you toggle off the Inline Tips, click Help in a screen's Command bar to sccess How To and

Screen Detailz information. If & guestion mark icon foll...

You may also search for additional help topics from the Help Index.

Ariba Buyer Online Help

Contents | Search

Index

= =
[l
I
Lo I )
= Im
7 Im
[ ]
= I
]
= -
= =
= I
I~ =

A

accounting details (on arders)
act as anather user

actions across patitions
active delegation

AddApprovalRequest permizsion
add:

accourting details an arders

ad hoc itens to an MASE

approvers and watchers

approvers to regquests

attachments

catalog items to a purchase requisition
cammenits

camments to requests

camments wwhen spprosving

imvoice items
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eVA Client Support
If you have questions that cannot be answered by Online Help, call toll free 866-289-7367
7AM — 5PM EST, Monday through Friday.
If you have any personal computer questions, contact your agency PC Support.
If you have any purchasing policy or general operating policy questions, you have two
options:
» Contact your organization’s eVA Coordinator, or
» Contact DPS Customer Care at 804-786-3842.

Igj Refer to the eMall Vol. 1 User Guide for information about the eVA requisition and
ordering process.

For general information on the eVA system, refer to the eVA Overview Guide.
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Administrative Functions

Force Order Command

Use the Force Order command to manually force a purchase order through the eMall when
there has been an interruption in the ordering process.

The Force Order command is available only to authorized users, and only for direct orders
that have a status of Ordering. If a request is being transmitted to an ERP system, it cannot
be forced manually.

For example, if a user tries to fax an order to a supplier and the fax transmission fails, the
order is stalled with a status of Ordering. The Force Order command enables you to move
the order status from Ordering to Ordered, after which you can transmit the order to the
supplier by phone.

To force an order, follow these steps:

1. From the Swoosh screen, select the Searches link to access the system Searches
screen.

Preferences Toggle Tips Toggle Currency

~ To Do
Approve Reguests 103 Approve O = ==L .Rp(?eive
Watch Requests 0 -
Cverdue Receipt

~ Status
Composing 102
Submitted 5
Approved 165 |
Denied 7

Status .O.

< Create b U W:-.'q.urr-:r‘ ca
Requisition Create O | \’/
e admin, D333 last visit 5/3/2005 9:30 AM, eVa

~ Explore

Seamrgf Return to Portal
Cataldns

System News

Folders
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2. Select the Create a New Search link to perform a new search.

Create a Mew Sear

r

Search Name

Submitted

Ordered this week

e

Preferences Toggle Tips Toggle Currency
= Fuploem Searches
Searches ) .
Run or delete a search that you have saved. Click a search name to edit the search.
Catalogs
Folders

How To Screen Details

3. Enter the criteria to locate the order and select Search.
EeVA “ome I p
Preferences Toagagle Tips Toggle Currency
> Explore Create Search
Searches
Specify a search name, category, and criteria. If a filter is associated with line item information,
Catalogs the search retrieves every document where any line itermn matches the specified value,
Folders How To Screen Details
Search Mame: |Untitled Search
: Category: |Purchase Order :v_]
Z
= Filter Name Yalue
Created On Behalf Of: Admin, 4136 [ select ]
Date Ordered: No Choice EJ
Order ID:
Reguisition ID:
Status: (-Z)_rgring E
W Add/Remaove Search Filkers
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4. Select the title link of the order that needs to be forced to Ordered status.
o aTm OO

Teggls Curreacy
b Evplore Review Search Resulis
The sesrch has rebumed these ierns. To Wew mare b2ms,; sekect 8 specific page from e pull-down list or dicke an arraw o displsy the
Cartalogy prewicies or reot pegs, Fou can copyp or delsis imms, and save ororefine the =earch
Enlilers How T Spraen Datals
Sesrch Name: Urekled Search

Saarch Category: Purchase Ovder

#  Saarch Alers: Status = Sirdering

[Zave Search] [Fnfins Saarch]

Iterns that mest your sparch crieris; 167 Pages|1 || k
OrderIr  Iype Date Created!  Status  Titie Total

| (Bl Todey, 1154 A grdering Mjl_@;ﬂ%ﬂ 450754000050
.l $307,500,00000050

E 1
[H] mon, 2 vay, z007  Crdering  Copm of Copy of So51

5. Select the Force Order button to force the order to change from Ordering status to
Ordered status.

Freferences

{No 1D} = Force Process Command stz Oriberlag

Raview the reguest detalks and than take the appropriste action; Tor ecample, dapandng on the Feguest staus, YU can Approse,

deny, sdit, zubmit, recsive, Fwoics, open, or close Ehe regquest
Hoe Ta Scrman Cebals

w
B U T i

Back tn Roview Seanch Bamudky

Ordar 10

Wersion: i

Titla: Foros Process Commend

Supphar: Lantravilk Aorictral B0 iom e
Carkact: Lentrawilk: Shvoning - Fard St Farfay
Enkity Code: 101

Rsial faar: 2005

Sub-Enity 1 AL

PO Catagary: POZ

Entity Header Cross Referenoe:

Do netzend any itemns 1o sPracurement; |
Swnd ALL dmma b= e Procuremank: C

Encurmbrance Manber:
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6. Indicate a reason why you had to force the order then select OK then select Home.

@A N —yr—r—y

|
Preferences L Tagils Cisrrency |

Force Order - Comments

Entesr conmiments.
Htw Ta Eormen Dutnis

Tou choes ta forme order (Ma TH) .

Cammentsl  Talsphoned in the Order, The vardor now has the order)

F_- mark atachments) as Propdetary and Confidendial

F

7. Select Home to return to the Swoosh page.

(Ho ID) - Force Process Command St Ordeaing

Eevinm the reguest detsis snd then take the appropriate acton; for sxample, depending on e request status, pau can spproes,
dary, adit, subm, Facer, Invoica, open, oF doee the Facuest.

How Te ' Scresn Details

Back o Revigs Sedich Radilts

| e~ X
: rder [D1

Wersian: 1

Titha Forca Pracess Command

Supplier Carkeevile Agriuttural Equipmant

Contact Cerkrevils Shpong - Ford 5t Pairfas

Erkity Coca: 101

Fisaal feari 20495

Sub-Enbty; 694

Pd Category: Pad

Ertiy Header Crass Refarence!

Coo nat sand any dane b eProsirement |

Zand ALL rbarne ko aProcoremaent: I

Ercurrkrarce Humber

Force Process Command

Use the Force Process command to manually force a receipt when there has been an
interruption in the receipt push process. When you force a receipt, the status changes from
Approved to Processed.

Forcing a receipt does not trigger the PO Receipt Push process (which failed when the
receipt first stalled). Verify with your Ariba Buyer system administrator that the PO Receipt
Push process is rerun in order to complete the receipt process.

The Force Process command is available only to authorized users, and only for receipts that
have a status of Approved. The command is available when you view receipt details.
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le After you use the Force Process command to force a receipt to Processed, the
receipt can no longer be edited.

To force process a receipt, follow these steps:

1. Follow Step 1 and Step 2 from the Force Order Command section above to create a
system search

2. Enter the criteria to locate the receipt and select Search.

3 ae D

Preferences Togagle Tips Toggle Currency
= Explore Create Search
Specify a search name, category, and criteria. If a filter is associated with line item information,
Catalogs the search retrieves every document where any line itern matches the specified value,
Eolders How To Screen Details

Search Name: |Untitled Search

. Categoryi  [Receipt  [v]
:

- Filter Name ¥Yalue
Add approver to
approval flaw:

Crder 1D

(select a value) [ select ]

Receipt 1D
Requisition ID:

I 1
Status: | Approved |v!

Supplier: {select a value) [ select ]

m Add/Remove Search Filters

3. Select the title link of the receipt that needs to be forced processed.

[QZo oD ) e

Preferences Toggle Tips Toggle Currency
< Explore Review Search Results
Searches : : - e
The search has returned these items. To wiew more items, select a specific page from the pull-
LCatalogs down list or click an arrow to display the previous or next page. You can copy or delete iterns, and
save or refine the search,
Folders .
How To Screen Details
Search Name: Untitled Search
= Search Category:  Receipt
4
4 Search Filters: Status = Approved
|Save Searchl | Refine Searchl
Items that meet your search criteria; 480 Page :L__:‘:j »
[T Type Date Created! Status  Title ID
Today, 11:54 AM  Approved ;%EIDI RCZ05320
7] Mon, 2 May, 2005  Approved EFZ03466 RC205302
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4. Select the Force Process button to force the receipt to chance from Approved status to

Processed status.

@A N (e o) e

Preferences Toggle Tips Toggle Currency

RC205320 - Receipt for (No ID) Status: Approved

Rewview the request details and then take the appropriate action; for example, depending on the request status, you can
approve, deny, edit, submit, receive, invoice, open, or close the request,
How To Screen Details

Back to Review Search Results
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| Line Items Received By Quantity

1 a1

Mo. Quantity Description Unit Prew. Accepted Accepted Rejected Date Received
Wide Format Photo Printer, Prints
i3 i 13inx 19in Photos,6 InkTanks et 1D o i Todsy
Order ID: EP203479
Order Title: Force Process Command
Supplier: Centreville Agricultural Equipment
Contact: Centreville Shipping - Ford St, Fairfax
5. Enter a comment then select OK.
@A oo
Preferences Toggle Tips Toggle Currency
ForceProcessTypePageTitle
Enter comments,
How To Screen Details
You chose to force process RC205320.
Comments: :é.ecei-ﬁf i.s comp.leted and CDH‘ﬁI’I‘I‘IBE‘l‘“EY superv.isor-.
«
4
[ mark attachment(s) as Proprietary and Confidential
™
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6. Select Home to return to the Swoosh page.
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Preferences Toggle Tips Toggle Currency

RC205320 - Receipt for (No ID) Status: Approved

Review the request details and then take the appropriate action; for example, depending on the
request status, you can approve, deny, edit, submit, receive, invoice, open, or close the request.

How To Screen Details

Back to Review Search Results
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1
- | Line Items Received By Quantity
No. Quantity Description Unit Prev. Accepted Accepted Rejected Date Received
wide Format
Photo Printer,
1 ak Prints 13inx each 0 1 0 Today
19in Photos,6
InkTanks
Order 1D: ERz05479
Crder Title: Force Process Comrmand
Supplier: Centreville Agricultural Equiprment
Contact: Centreville Shipping - Ford St, Fairfax
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